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NOTICE 

Appendix  A  to  Title  I  does  not 
have  the  effect  of  law,  regulation, 
or  ruling.  It  is  published  as  a 
guide  to  legal  requirements  that 
appear  to  be  in  effect  as  of  Janu¬ 
ary  1, 1960, 


Appendix  A — Guide  to  Record 
Retention  Requirements 

REVISION  AS  OF  JANUARY  1,  1960 

Introduction.  The  following  list  was 
compiled  as  a  guide  to  generally  applica¬ 
ble  provisions  of  Federal  laws  and  regu¬ 
lations  relating  to  the  retention  of  rec¬ 
ords  by  the  public.  The  list  Is  derived 
from  the  laws  contained  in  the  United 
States  Code  as  amended  by  the  laws 
enacted  in  1959,  and  from  the  regulations 
contained  in  the  Code  of  Federal  Regu¬ 
lations  as  amended  in  the  daily  issues  of 
the  Federal  Register  through  December 
31,  1959.  -  It  represents  an  effort  to  show 
(1)  what  published  requirements  there 
are  on  the  keeping  of  non-Federal  rec¬ 
ords,  (2)  what  records  must  be  kept  and 
who  must  keep  them,  and  (3)  how  long 
they  must  be  kept. 

Coverage.  The  list  is  confined  to  gen¬ 
erally  applicable  published  requirements 
on  record  retention.  Not  included  are 
requirements  applying  to  named  indi¬ 
viduals  and  corporations  such  as  pro¬ 
fessional  or  patriotic  associations,  port 
or  bridge  authorities.  Also  not  included 
are  requirements  as  to  the  furnishing  of 
reports  to  Government  agencies,  the  fil¬ 
ing  of  tax  returns,  the  submission  of  sup* 
porting  evidence  with  applications  or 
claims,  and  similar  materials.  Likewise 
the  provisions  of  individual  Government 
contracts  may  require  the  keeping  of 
records,  but  no  attempt  has  been  made  to 
include  all  such  provisions. 

In  many  laws  and  regulations  there  is 
an  implied  responsibility  to  keep  copies 
of  reports  and  other  papers  furnished  to 
Federal  agencies,  or  to  keep  working 
papers  necessary  to  the  preparation  of  a 
report.  Ordinarily  such  implied  require¬ 
ments  are  not  included. 

The  list  also  does  not  contain  require¬ 
ments  as  to  the  keeping  of  papers  fur¬ 
nished  by  the  Gtovernment,  such  as 
passports,  licenses,  permits,  and  similar 
documents,  imless  they  are  closely  re¬ 
lated  to  other  records  which  must  be 
kept.  It  does  not  include  requirements 
as  to  the  display  of  posters,  notices,  or 
other  signs  in  factories,  hotels,  or  other 
places  of  business. 

Arrangement.  The  list  is  arranged 
alphabetically  by  the  names  of  the  De- 
No.  54— Pt.  n - 1  . 


partments.  followed  by  the  major  agen¬ 
cies  imposing  or  having  a  special  interest 
in  the  requirements,  and  thereunder  by 
the  bureau  or  office  immediately  con¬ 
cerned  with  the  requirements.  Individ¬ 
ual  items  are  numbered  to  simplify  in¬ 
dexing,  but  they  are  not  alphabetically 
arranged. 

Two  supplements  to  the  list  contain 
generalized  information  about  certain 
requirements  under  the  Second  War 
Powers  Act  of  1942  and  detailed  infor¬ 
mation  on  requirements  imposed  by  the 
Civil  Aeronautics  Board  relative  to  the 
availability  of  credentials  for  inspection. 

An  index  to  the  list  follows  the  last 
supplement. 
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I.  DEPARTMENT  OF 
AGRICULTURE 


and  production,  labor  and  equipment  ex¬ 
penses,  or  other  services  performed  or 
expenditures  made  as  evidence  of  costs 
in  carrying  out  conservation  practices, 
including  any  pH  determinations  issued 
by  the  Extension  Service  or  any  other 
qualified  agency. 

Retention  period:  Until  presented  to 
the  farm  inspector  at  time  of  inspection. 
7  CFR  1102.311-1105.976  containing  nu¬ 
merous  references  to  record  require¬ 
ments. 

2.2  Producers  of  gum  naval  stores  from 
turpentine  trees. 

To  keep  records  of  faces  by  tracts  and 
drifts  in  connection  with  the  Naval 
Stores  and  Agricultural  Conservation 
Programs. 

Retention  period:  Until  requested  by 
the  local  inspector  (area  forester) .  1953 
provisions — 7  CPR  1106.402;  1954 — 7 

CFR  1106.502;  1955—7  CFR  1106.602; 
1956—7  CFR  1106.705;  1957—7  CFR 
1106.805;  1958—7  CFR  1106.906;  1959— 
7  CFR  1106.1006 

3.  Agricultural  Marketing  Service 

Marketing  Order  Program  for  Fruits 
AND  Vegetables  Under  the  Agricul¬ 
tural  Marketing  Act  of  1937,  as 
Amended 

individual  handlers  op  various  commodi¬ 
ties  UNDER  MARKETING  ORDERS 

3.1  Almond  handlers. 

To  keep  records  showing  details  of 
receipt  of  almonds,  withholdings,  sales, 
shipments,  inventories,  surplus  disposi¬ 
tion,  and  other  pertinent  information  in 
respect  to  operations. 

Retention  period:  2  years  after  end  of 
crop  year  to  which  such  records  apply. 
7  CPR  909.70 

3.2  Almond  handlers. 

To  keep  copies  of  receipts  they  have 
issued  for  almonds  received  for  their  own 
accounts. 

Retention  period:  2  years  after  end  of 
crop  year  to  which  such  records  apply. 
7  CFR  909.71  (retention:  909.70) 

3.3  Nectarine  handlers. 

To  keep  records  of  nectarines  received 
and  disposed  of  as  may  be  necessary  to 
verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  fiscal  years.  7  CFR  937.60 


3.7  Dried  fig  handlers. 

To  keep  records  as  prescribed  by  the 
Dried  Fig  Administrative  Committee,  of 
all  dried  figs  handled,  including  dried 
figs  acquired,  sold,  and  otherwise  dis¬ 
posed. 

Retention  period :  At  least  2  years  after 
the  end  of  the  crop  year  to  which  such 
records  apply.  7  CFR  964.65,  964.66, 
964.165 

3.8  Walnut  handlers. 

To  keep  records  of  shelled  and  un¬ 
shelled  walnuts  or  walnut  material  re¬ 
ceived,  held,  and  disposed  of. 

Retention  period:  2  years  after  end 
of  marketing  year  in  which  transactions 
are  completed.  7  CPR  984.79,  984.463, 
984.479 

3.9  Raisin  handlers. 

To  keep  records  as  prescribed  by  the 
Raisin  Administrative  Committee,  of 
raisins  acquired,  stored,  sold,  and  other¬ 
wise  disposed. 

Retention  period:  At  least  2  years  after 
the  termination  of  the  crop  year  in  which 
the  transactions  occurred.  7  CPR 
989.76,  989.77,  989.173,  989.176 

3.10  Prune  handlers. 

To  keep  records  of  primes  received, 
held,  and  disposed  of  as  prescribed  by 
the  Prune  Administrative  Committee. 

Retention  period:  At  least  2  years  after 
the  end  of  the  crop  year  in  which  the 
transaction  occurred.  7  CFR  993.76, 
993.176  ' 

3.11  Filbert  handlers. 

To  keep  records  of  all  filberts  received, 
held,  and  disposed  of  as  prescribed  by 
Filbert  Control  Board. 

Retention  period:  2  years  after  end  of 
fiscal  year  in  which  transaction  occurred. 
7  CPR  997.71 

3.12  Lime  handlers. 

% 

To  maintain  records  of  limes  received 
and  disposed  of  in  order  to  verify  reports 
submitted  to  the  Florida  Lime  Admin¬ 
istrative  Committee. 

Retention  period:  At  least  2  succeed¬ 
ing  fiscal  years.  7  CFR  1001.60 

3.13  Date  handlers. 

To  maintain  records  of  the  handling, 
withholding,  and  disposition  of  dates. 

Retention  period:  At  least  2  years  sub¬ 
sequent  to  termination  of  each  crop  year. 
7  CFR  1003.68 

3.14  Cucumber  handlers. 

To  maintain  records  of  cucumbers  re¬ 
ceived  and  disposed  of  as  may  be  neces¬ 
sary  to  verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  fiscal  years.  7  CFR  1015.70 

3.15  Onion  handlers. 

To  maintain  records  of  onions  received 
and  disposed  of  as  may  be  necessary  to 
verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  1017.65 

3.16  Apricot  handlers. 

To  maintain  records  of  apricots  re¬ 
ceived  and  disposed  of  as  may  be  neces¬ 
sary  to  verify  reports  submitted  thereon. 


1.  Foreign  Agricultural  Service 

1.1  Persons  importing  certain  dairy 
commodities. 

To  keep  records  of  importations  and 
of  the  transactions  relating  to  the  pro¬ 
curement  and  disposition  of  such  com¬ 
modities. 

Retention  period:  Not  less  than  2  years 
subsequent  to  the  end  of  the  quota  period 
during  which  the  importation  was  made. 
7  CFR  6.27 

2.  Agricultural  Conservation  Program 
Service 

2.1  Persons  eligible  for  agricultural  con¬ 
servation  payments. 

To  keep  receipts  or  invoices  of  pur¬ 
chases,  transportation,  and  analysis  of 
materials;  and  records  of  seed  collections 


3.4  Potato  handlers. 

To  keep  records  of  potatoes  received 
and  disposed  of  as  may  be  necessary  to 
verify  reports  submitted-  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  938.75 

3.5  Tomato  handlers. 

To  maintain  records  of  tomatoes  re¬ 
ceived  and  disposed  of  as  may  be  neces¬ 
sary  to  verify  the  reports  submitted 
thereon. 

Retention  period:  At  least  2  years.  7 
CFR  945.80 

3.6  Central  marketing  organizations. 

To  keep  records  regarding  allotment 
transactions  for  lemon  handlers. 

Retention  period:  3  years.  7  CFR 
953.62 
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Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  1020.60 

3.17  Tomato  handlers. 

To  keep  records  of  tomatoes  received 
and  disposed  of  as  may  be  necessary  to 
verify  reports  submitted  thereon. 

Retention  period:  At  least  2  years.  7 
CFR  1021.80 

3.18  Cherry  handlers. 

To  maintain  records  of  cherries  re¬ 
ceived  and  disposed  of  as  may  be  neces¬ 
sary  to  verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  1022.60 

SHIPPERS  HANDLING  EXElfPTED  FRUITS  AND 
VEGETABLES 

3.19  Shippers  handling  fruits  and  vege¬ 
tables  covered  hy  exemption  certifi¬ 
cates  under  marketing  order  pro¬ 
grams. 

To  keep  records  of  such  shipments. 
Retention  period:  Not  specified,  except 
for  tomatoes  (at  least  2  succeeding 
years).  7  CFR  936.141,  945.80  (toma¬ 
toes) 

(Certificate  (record)  returned  after 
shipment  of  commodities  (pears,  grapes, 
and  potatoes)  7  CFR  939.125,  951.122, 
981.104) 

Diversion  Programs  Covering  Dates  and 
Irish  Potatoes  Under  Section  32, 
Public  Law,  320,  74th  Congress,  as 
Amended 

3.20  Date  diverters. 

To  maintain  records  and  accounts  re¬ 
lating  to  dates  diverted  or  disposed  of 
under  the  Date  Diveiigion  Payment  Pro¬ 
gram. 

Retention  period:  1957  marketing  sea- 
son — ^until  October  1,  1960,  6  C7FR 
518.566;  1958  marketing  season — until 
October  31,  1961,  9  CFR  518.586 

3.21  Irish  potato  diverters. 

To  keep  records  and  accounts  relative 
to  fresh  Irish  potatoes  diverted  and  sold 
for  use  as  livestock  feed. 

Retention  period:  2  years  after  date 
of  last  payment.  6  CFR  519.145,  519.171, 
519.196 

Perishable  Agricultural  Commodities 
Act,  1930  (Fruits  and  Vegetables) 

3.22  Commission  merchants,  dealers, 
and  brokers. 

To  keep  accounts,  records,  memoranda, 
and  documents  which  disclose  all  busi¬ 
ness  transactions,  including  ownership  of 
•  such  business  by  stockholding  or  other¬ 
wise. 

Retention  period:  2  years.  7  CFR 
46.15, 46.16, 46.19 

School  Lunch,  Special  Milk,  and  Direct 
Distribution  Programs 

3.23  Cooperating  State  agencies  and 
participating  public  and  private 
schools. 

To  maintain  records  as  specified  in  the 
regulations  of  the  National  School  Lunch 
Program. 

Retention  period:  S  years  from  Uie 
close  of  the  Federal  fiscal  year  to  which 
the  records  pertain.  7  CFR  210.8,  210.13 


3.24  Cooperating  State  agencies,  partici¬ 
pating  public  and  private  schools, 
and  institutions. 

To  maintain  records  as  specified  in  the 
regulations  of  the  Special  Milk  Program. 

Retention  period:  3  years  after  the  end 
of  each  Federal  fiscal  year’s  operations. 
6  CFR  502.203,  502.209,  502.212 

3.25  Distributing  and  recipient  agencies 
distributing  food  commodities  do¬ 
nated  for  use  in  school  lunch  pro¬ 
grams,  in  summer  camps  for 
children,  by  needy  Indians  on  res¬ 
ervations,  in  institutions,  in  State 
correctional  institutions  for  minors, 
and  in  assistance  of  other  needy 
persons. 

To  maintain  records  relating  to  re¬ 
ceipt,  disposal,  and  inventory  of  com¬ 
modities,  including  records  with  respect 
to  the  receipt  and  disbursement  of  funds 
arising  from  operation  of  the  distributing 
program. 

Retention  period;  3  years  from  the 
close  of  the  Federal  fiscal  year  to  which 
the  records  pertain.  6  CFR  503.6 

Poultry  and  Poultry  Products  Export 
Inspection  Programs 

3.26  Exporters  of  poultry  and  poultry 
products  under  the  poultry  export 
program. 

To  maintain  records  showing  pur¬ 
chases,  sales,  and  deliveries  of  products 
exported  or  to  be  exported. 

Retention  period:  2  years  after  effec¬ 
tive  date  of  program.  6  CFR  530.107 

3.27  Persons  processing,  transporting, 
shipping,  or  receiving  poultry 
slaughtered  for  human  consumption 
or  poultry  products  in  commerce, 
or  holding  such  products. 

To  maintain  detailed  records  of  such 
transactions  as  specified  in  the  regula¬ 
tions.  '  _ 

Retention  period:  2  years.  7  CFR 
81.152 

Inspection  of  Dairy  Products 

3.28  Dairy  products  manufacturers, 
processors,  and  packagers  operating 
approved  plants  under  Department 
of  Agriculture  inspection. 

To  maintain  records  of  quality  tests  of 
producers  of  raw  milk  and  of  producers, 
sellers,  and  shippers  of  raw  cream;  and 
plant  and  laboratory  tests  and  analyses 
of  raw  materials  and  finished  products. 

Retention  period :  1  year.  7  CFR 
58.143,  58.144,  58.169  < 

Regulations  for  the  Marketing  Order 

Program  for  Dairy  Products  Under 

THE  Agricultural  Marketing  Act  of 

1937,  AS  Amended 

3.29  Milk  handlers. 

To  keep  detailed  and  summary  ac¬ 
counts,  b<^ks,  and  records  with  respect 
to  (a)  the  receipts  and  utilization  of  all 
milk,  skim  milk,  and  butterfat  handled, 
including  all  milk  products  received  and 
disposed  of  in  the  same  form;  (b)  the 
weights  and  butterfat  content  of  all  milk 
and  milk  products  handled;  and  (c)  pay¬ 
ments  to  producers  and  cooperative  as¬ 
sociations  of  producers  and  such  other 
Information  as  the  market  administra¬ 
tor  may  require. 


Retention  period:  3  years,  to  begin  at 
the  end  of  the  calendar  month  to  which 
such  accounts  and  records  pertain,  or  for 
a  longer  period  if  notified  by  the  Market¬ 
ing  Administrator.  7  CFR  Parts  903- 
1027.  (See  specific  milk  marketing  area.) 

Packers  and  Stockyards  Act,  1921 

Regulations  pertaining  to  interstate, 
and  foreign  commerce  in  livestock  and 
poultry  as  follows: 

3.30  Stockyard  owners,  market  agen¬ 
cies,  and  licraseees  under  Packers 
and  Stockyards  Act  regulations. 

To  keep  open  for  public  Inspection 
(and  post  in  the  case  of  licensees)  dupli¬ 
cate  copies  of  all  schedules  of  rates  and 
charges  and  rules  or  regulations  and 
amendments  or  supplements  thereto. 

Retention  period:  Not  specified;  how¬ 
ever,  required  to  post  and  keep  open  for 
Inspection  currently  effective  schedules 
only.  9  CFR  201.22 

3.31  Market  agencies  or  licensees  sell¬ 
ing  or  buying  livestock  or  live  poul¬ 
try  on  a  commission  or  agency  basis. 

To  keep  available  for  inspection  by 
owners  or  consignors  or  purchasers 
copies  of  bills  covering  charges  paid  for 
or  on  behalf  of  the  owner  or  consignor 
which  were  deducted  from  t^e  gross 
proceed  of  the  sale  or  added  to  the  pur¬ 
chase  price  thereof  when  accounting  for 
the  sale  or  purchase. 

Retention  period:  Not  specified.*  9 
CFR  201.45 

3.32  Stockyard  owners,  registrants  buy¬ 
ing  or  selling  livestock,  and  licensees 
buying  or  selling  live  poultry. 

To  keep  (in  addition  to  other  neces¬ 
sary  records)  daily  accurate  records  of 
purchases,  sales,  shipments,  prices,  etc. 

Retention  period:  Not  specified.*  9 
CFR  201.46 

3.33  Sellers  of  live  poultry  under  Pack¬ 
ers  and  Stockyards  Act  regulations. 

To  keep  copy  of  ticket  prepared  by 
seller  at  time  of  sale  showing  the  name  of 
the  designated  market,  the  date  of  the 
transaction,  the  names  of  the  seller  and 
buyer,  the  number  of  coops,  kinds  of 
poultry,  price  per  poimd,  and  such  terms 
and  conditions  as  the  parties  may  agree 
upon. 

Retention  period:  Not  specified.*  9 
CFR  201.48 

3.34  Stockyard  owners,  market  agencies, 
or  licensees  weighing  livestock  or 
live  poultry  for  purposes  of  purchase 
or  sale  under  Packers  and  Stockyards 
Act  regulations. 

To  keep  copy  of  scale  ticket  of  weigh¬ 
ing  showing  for  both  livestock  and  live 
poultry,  name  of  agency  performing  the 
service,  date  of  weighing  number  of  the 
scale  or  other  information  identifying 
the  scale,  name  of  seller,  name  of  buyer, 
name  of  consignor,  or  understandable 
abbreviations  of  such  names;  in  case  of 
livestock,  also,  the  number  of  head,  kind, 
and  actual  weight,  the  amount  of  dock- 


>  Records  shall  not  be  destroyed  or  dis¬ 
posed  of  without  the  consent  In  writing  of 
the  Ohlef,  Packers  and  Stockyards  Branch. 
AMS.  Department  of  Agriculture.  9  cm 
201.60 


2284 


.  RULES  AND  REGULATIONS 


age  and  name  or  initials  of  person  weigh¬ 
ing  it;  and.  in  case  of  live  poultry,  also, 
number  of  coops  weighed,  the  gross,  tare, 
and  net  weights,  and  the  name  or  initials 
of  person  operating  scale  at  time  of 
weighing. 

Retention  period:  Not  specified.^  9 
CFR  201.49 

3.35  Stockyard  owners,  market  agencies, 
or  licensees  who  weigh  livestock  or 
live  poultry  for  purposes  of  purchase 
and  sale  under  Packers  and  Stock* 
yards  Act  regulations. 

To  keep  one  copy  of  form  report  of 
tests  and  inspections  of  scales  and  shall 
cause  one  copy  to  be  kept  by  the  agency 
conducting  the  test  and  inspection  of  the 
scales  (a  third  copy  to  the  District  Su¬ 
pervisor  of  the  Service). 

Retention  period:  Not  specified.^  9 
CPR  201.74 

3.36  Authorized  State  livestock  associa* 
tions  and  agencies. 

To  keep  adequate  detailed  records  of 
collection  of  fees,  disbursement,  inspec¬ 
tions,  and  brands  and  marks. 

Retention  period:  Not  specified.^  9 
CPR  201.86 

3.37  Authorized  State  agencies  and  live* 
stock  associations  under  Packers  and 
Stockyards  Act  regulations. 

To  keep  adequate  records  showing  in 
detail  the  income  derived  from  the  col¬ 
lection  of  authorised  fees,  the  disburse¬ 
ment  of  such  funds  as  expenses  for 
conducting  the  services,  the  inspections 
performed  and  the  results  thereof,  in¬ 
cluding  records  showing  a  full  descrip¬ 
tion  of  brands,  marks,  and  other 
identifying  characteristics  of  inspected 
livestock;  and  currently  maintain  rec¬ 
ords  of  the  brands,  marks,  and  other 
identifying  characteristics  of  livestock 
located  in  the  State  from  which  such 
agency  or  association  will  operate  and 
with  reference  to  which  the  authoriza¬ 
tion  has  been  granted. 

Retention  period:  Not  specified.'  9 
CFR  201.89 

Warkhouse  Act  or  1916,  as  Amended 

Regulations  pertaining  to  warehousing 
agricultural  products  as  follows: 

3.38  Licensed  warehousemen. 

To  keep  copies  of  all  receipts  issued. 

Retention  period:  Not  specified.  7 
CPR  101.17,  102.20,  103.17,  104.17,  105.17, 
106.17,  107.17,  108.17,  109.17,  110.17, 
111.18, 112.17, 113.17, 114.17 

3.39  Licensed  warehousemen. 

To  retain  each  canceled  receipt. 

Retention  period:  6  years  after  Decem¬ 
ber  31  of  the  year  in  which  receipt  is 
canceled  and  for  such  longer  period  as 
may  be  .necessary  for  the  purp>ose  of  any 
litigation  which  the  warehouseman 
knows  to  be  pending,  or  as  may  be  re¬ 
quired  by  the  Administrator  in  particular 
cases  to  carry  out  the  purposes  of  the 
act.  7  CFR  101.28,  102.34,  103.28,  104.28, 


^BecOTds  shall  not  be  destroyed  or  dis¬ 
posed  of  without  the  consent  in  writing  of 
the  Chief,  Packers  and  Stockyards  Branch, 
AMS,  Department  of  Agriculture.  9  CFR 
301.50 


105.29,  106.30,  107.31,  108.29,  109.34, 

110.29,  111.33,  112.29,  113.29,  114.29 

3.40  Licensed  warehousemen. 

To  keep  a  copy  of  his  current  rules  and 
schedule  of  charges  exposed  conspicu¬ 
ously  in  a  place  accessible  to  the  public. 

Retention  period:  Required  to  expose 
current  copy  only.  7  CPR  101.29, 102.35, 

103.29,  104.31,  105.30,  106.31,  107.32, 

108.30,  109.35,  110.30,  111.34,  112.30, 

113.30,114.30 

3.41  Licensed  warehousemen. 

Shall  use  for  his  licensed  warehouse  a 
system  of  accounts  approved  for  the  pur¬ 
pose  by  the  Service,  and  maintain  such 
records  as  are  specified. 

Retention  period:  Not  specified.  7 
CFR  101.33,  102.37,  103.40,  104.28,  105.33, 
106.37,  107.39,  108.33,  109.40,  110.34, 

111.41, 112.34, 113.36, 114.34 

3.42  Licensed  warehousemen. 

Shall  keep  on  file  an  exact  copy  of  each 
report  required  to  be  submitted  by  such 
warehouseman. 

Retention  period:  As  may  be  pre¬ 
scribed  by  the  Department  or  Service. 

7  CPR  101.36,  102.38,  103.41,  104.29, 

105.35,  106.39,  107.42,  108.35,  109.42, 

110.36,  111.44,  112.36,  113.38,  114.36 

3.43  Licensed  cotton  warehousemen. 

To  keep  copies  of  certificates  covering 
cotton  stored,  and  copies  of  Form  A 
memorandums  and  Form  C  certificates 
issued  by  a  board  of  cotton  examiners 
which  forms  a  basis  of  any  receipt  issued. 

Retention  period:  1  year  from  date 
of  issuance  and  thereafter  until  receipts 
based  upon  such  certificates  have  been 
surrendered  and  canceled.  7  CFR  101.47 

3.44  Licensed  cotton  warehousemen. 

To  keep  records  of  cotton  sampling  in¬ 
cluding  the  written  request,  if  any. 

Retention  period:  Not  specified.  7 
CFR  101.49 

3.45  Licensed  classifiers,  inspectors, 
graders,  and  weighers  of  agricultural 
commodities. 

To  keep  copies  of  certificates  issued 

by  them.  _ 

Retention  period:  1  year.  7  CPR 

101.61,  102.69,  104.57,  105.59,  106.66, 

107.68,  108.59,  109.64,  110.61,  111.70, 

112.59,  113.65,  114.64 

3.46  ^  Licensed  warehousemen. 

To  keep  either  copies  of,  or  the  original 
inspection,  grade  and/or  weight,  certifi¬ 
cates  covering  lots  of  commodities  stored. 

Retention  period:  Not  specified.  7 
CFR  102.29,  103.24,  105.46,  106.54,  107.55, 
108.47,  109.25,  111.56,  112.49,  113.52, 

114.50 

3.47  Licensed  grain  warehousemen. 

To  keep  records  of  weights,  kinds,  and 
grades  of  all  lots  of  nonstorage  grain 
received  into  and  delivered  from  ware¬ 
houses. 

Retention  period:  Not  specified.  7 

CFR  102.30 

3.48  Licensed  warehousemen. 

To  keep  inquiries  received  in  writing 
advising  of  interest  in  deteriorating  com¬ 
modities  stored  in  warehouse. 


Retention  period:  Not  specified.  7 
CFR  102.54,  103.39,  107.51,  108.42,  109.49, 
110.46, 111.52, 112.43, 113.47, 114.46 

Federal  Seed  Act 

Regulations  pertaining  to  handlers, 
shippers,  and  procurers  of  seeds  as 
follows: 

3.49  Persons  shipping  agricultural  and 
vegetable  seeds  subject  to  the  Federal 
Seed  Act  regulations. 

TTo  keep  complete  records  of  each  lot 
of  agricultural  and  vegetable  seeds  trans¬ 
ported  or  delivered  for  transportation  in 
interstate  commerce. 

Retention  period:  3  years.  7  CFR 

201.4 

3.50  Country  shippers  of  agricultural 
seeds  subject  to  the  Federid  Seed  Act 
regulations. 

To  keep  copies  of  origin  declarations 
they  have  issued  and  records  showing 
names  and  addresses  of  growers  or 
country  shippers  from  whom  seeds  were 
purchased,  quantity,  and  date  of  delivery. 
Retention  period:  3  years.  7  CFR 

201.5  (retention:  201.4) 

3.51  Procurers  of  seeds  from  growers 
subject  to  the  Federal  Seed  Act  regu* 
lations. 

To  obtain  and  keep  the  grower’s 
declaration. 

Retention  period:  3  years.  7  CFR 
201.7  (retention:  201.4) 

3.52  Growers  of  seeds  subject  to  the 
Federal  Seed  Act  regulations. 

To  keep  copy  of  the  grower’s  declara¬ 
tion. 

Retention  period:  3  years.  7  CFR 
201.7  (retention:  201.4) 

Regulations  Pertaining  to  the  Admin¬ 
istration  or  THE  Cotton  Acts 

3.53  Cotton  fpiotation  committees. 

To  keep  records  of  spot  markets  cotton 
sales. 

Retention  period:  Not  specified.  7 
CFR  27.98 

3.54  Licensed  cotton  classers. 

To  keep  copies  of  certificates  Issued  by 
them. 

Retention  period:  1  year  after  date  of 
issuance.  7  CFR  28.87 

3.55  Licensed  cotton  classers  who  place 
certificate  of  classification  directly 
on  warehouse  receipts,  wei^t  certifi* 
cates,  or  on  other  documents  show* 
ing  such  classification. 

To  keep  records  of  each  bale  and  sam¬ 
ple  classified  showing  bale  number, 
grade,  length  of  staple,  or  other  class  of 
each  bale,  and  date  classed. 

Retention  period:  1  year  after  date  of 
classification.  7  CFR  28.87 

3.56  Licensed  cottonseed  chemists. 

To  keep  records  of  the  analysis  of  each 
Individual  sample  of  cottonseed  graded 
as  well  as  books,  papers,  records,  and  ac¬ 
counts  relating  to  the  performance  of 
their  duties  imder  the  Agricultural 
Marketing  Act  of  1946  and  the  regula¬ 
tions  made  upder  the  act  the  Secre¬ 
tary  of  Agriculture. 
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'  Friday,  March  18,  1960 

Retention  period;  At  least  1  year  after 
date  of  anal3^.  7  CFR  61.15 

3.57  I^icensed  cottonseed  samplers. 

To  keep  books  and  records  relating  to 
the  performance  of  their  duties  available 
for  inspection  or  examination  by  a  repre¬ 
sentative  of  the  Department. 

Retention  period:  Not  specified.  7 
CFR  61.36 

Naval  Stores  Act  of  1923,  as  Amended 

3.58  Accredited  turpentine  and  rosin 
processors  for  naval  stores. 

To  keep  such  records  as  may  be  neces¬ 
sary  to  submit  correct  reports.  _ 

Retention  period:  3  years.  7  CFR 
160.50 

4.  Agricultural  Research  Service 

4.1  Licensed  manufacturers  (domestic 
and  foreign),  distributors,  and  im¬ 
porters  of  biological  products. 

To  keep  detailed  records  of  the  results 
of  tests  for  purity  and  potency  and  of 
the  methods  of  preservation  of  each 
I  batch  of  biological  products;  and  of  the 
sale,  shipment,  or  other  disposition  of  the 
products. 

Retention  period:'  2  years  after  ex¬ 
piration  date  of  the  product  involved,  or 
longer  if  requested  by  the  Director,  Ani¬ 
mal  Inspection  and  Quarantine  Division. 
9  CFR  116.1  (retention:  116.3) 

4.2  Licensees  preparing  anti-bog- 
cholera  serum  and  hog-cholera  virus. 

To  keep  records  pertaining  to  virus 
production,  senun  preparation,  and  to 
pigs  used  to  produce  virus. 

Retention  period:  2  years  after  expira¬ 
tion  date  of  the  product  involved,  or 
longer  if  requested  by  the  Director,  Ani¬ 
mal  Inpection  and  Quarantine  Division. 
9  cm  116.2  (retention:  116.3) 

4.3  Handlers  of  anti-hog-cholera  serum 
or  hog-cholera  virus. 

To  keep  records  pertaining  to  the 
manufacture,  receipt,  delivery,  sale, 
prices,  and  disposition  of  serum  and 

virus.  _ 

Retention  period:  2  years.  9  CFR 
131.49 

4.4  Alaskan  fur  farmers. 

To  keep  books  and  records  for  inspec¬ 
tion  by  the  Alaska  Crame  Commission. 

Retention  period:  Not  specified.  9 
CFR  160.3 

5.  Commodity  Exchange  Authority 

5.1  Futures  commission  merchants  de¬ 
positing  customers*  monies  in  a  bank 
or  trust  company. 

Must  secure  a  written  waiver  agree¬ 
ment  from  such  bank  or  trust  company 
and  keep  as  a  permanent  record  an  ex¬ 
ecuted  copy  of  this  agreement. 

Retention  period :  5  years  from  date  of 
closing  of  such  bank  account.*  17  CFR 
1.20  (retention:  1.31) 


*  After  3  years  the  person  required  to  keep 
such  books  and  records  may  at  his  option 
substitute  photographic  reproductions  there¬ 
of  on  film,  together  with  faculties  for  the 
projection  of  such  film  in  a  manner  which 
'Will  permit  it  to  be  readily  inspected  or 
examined. 


5.2  Futures  commission  merchants  in¬ 
vesting  customers*  money  or  loaning 
customers*  money  on  the  security  of 
negotiable  warehouse  receipts. 

To  deposit  such  obligations,  securities 
and  warehouse  receipts  in  safekeeping 
with  a  bank,  trust  company  or  clearing 
organization,  or  clearing  member  of  a 
contract  market  and  keep  an  executed 
copy  of  agreement  with  bank,  trust  com¬ 
pany,  clearing  organization,  or  a  clearing 
member  of  a  contract  market  as  specified 
in  the  section  cited. 

Retention  period:  5  years  after  termi¬ 
nation  of  agreement.*  17  CFR  1.26  (re¬ 
tention:  1.31) 

5.3  Futures  commission  merchants. 

To  keep  the  following  records  re  obliga¬ 
tions  and  investment  securities,  date  in¬ 
vestments  made,  name  of  person  from 
or  through  whom  obligations  bought, 
amount  of  money  paid,  descsiption  of 
obligations,  date  disposition  made  and 
amount  received  therefor,  name  of  per¬ 
son  to  or  through  whom  sold;  and  the 
following  records  re  warehouse  receipts, 
date  loan  made,  pame  of  person  to  whom 
funds  loaned,  amount  loaned,  descrip¬ 
tion  of  warehouse  receipts,  date,  and 
particulars  of  any  changes  or  substitu¬ 
tions,  date  on  which  loan  repaid. 

Retention  period:  5  years  after  ifivest- 
ment  liquidated  or  loan  paid.*  17  CFR 
1.27  (retention:  1.31) 

5.4  Futures  commission  merchants. 

To  keep  a  permanent  record  of  the 
daily  computation  of  money,  securities 
and  property  which  must  be  segregated 
for  customers. 

Retention  period:  5  years.*  17  CFR 

1.32  (retention:  1.31) 

5.5  Futures  commission  merchants. 

To  keep  record  showing  position  of 
each  customer  in  each  future  of  each 
commodity  on  each  contract  market  as 
of  last  business  day  of  each  calendar 
month.  _ 

Retention  period:  5  years.*  17  CFR 

1.33  (retention:  1.31) 

5.6  Futures  commission  merchants. 

To  keep  a  “point  balance”  record  of 
all  open  trades  or  contracts  of  customers 
as  of  last  day  of  business  of  each  calen¬ 
dar  month.  _ 

Retention  period:  5  years.*  17  CFR 

1.34  (retention:  1.31) 

5.7  Futures  commission  merchants. 

To  keep  statement  to  show  as  of  close 
of  last  business  day  of  fiscal  year  and 
semiannually  thereafter,  net  profit  or 
loss  from  combined  open  trades,  credit 
or  debit  balance  of  commodity  margin 
account  of  each  customer,  whether  or 
not  customer  has  open  trades  or  con¬ 
tracts,  description  of  all  securities  and 
property  in  segregated  account  received 
from  each  customer  to  margin,  guaran¬ 
tee  or  secure  trades  or  contracts. 

Retention  period:  5  years.*  17  CFR 

1.34  (retention:  1.31) 

5.8  Futures  commission  merchants  and 
members  of  contract  markets. 

To  keep  full  and  complete  record  of  all 
futures  and  cash  transactions  including 
all  orders,  trading  cards,  signature  cards. 


street  books,  journals,  ledgers,  cancelled 
checks,  copies  of  confirmations,  state¬ 
ments  of  purchase  and  sale,  together 
with  all  other  data  and  memoranda  and 
records  of  every  sort  pertaining  to  cash 
and  future  transactions. 

Retention  period;  6  years.*  17  CFR 

1.35  (retention:  1.31) 

5.9  Futures  commission  merchants  and 
clearing  members  of  contract  mar¬ 
kets. 

To  prepare  and  keep  in  permanent 
form  the  following:  (a)  A  financial 
ledger  record  showing  all  charges  against 
and  credits  to  each  customer’s  account; 
(b)  a  record  of  transactions  showing  for 
each  account  all  commodity  futures 
transactions  executed  for  such  account. 
Including  date,  price,  quantity,  market, 
commodity,  and  future;  (c)  a  record  or 
Journal  showing  for  each  day  complete 
details  of  all  commodity  futures  trans¬ 
actions  executed,  including  date,  price, 
quantity,  market,  commodity,  future, 
and  the  person  for  whom  such  transac¬ 
tion  was  made  (in  the  case  of  clearing 
members,  the  record  or  journal  should 
also  show  the  fioor  broker  or  other  per¬ 
son  executing  each  transaction  and  the 
opposite  clearing  member  with  whom  it 

was  made).  _ 

•  Retention  period:  5  years.*  17  CFR 

1.35  (retention:  1.31) 

5.10  Futures  commission  merchants. 

To  keep  record  of  all  securities  and 
property  (other  than  money)  received 
from  customers  to  margin,  guarantee  or 
secure  trades  and  contracts  including 
description  of  securities,  name  and  ad¬ 
dress  of  customer,  date  received  and 
returned  or  otherwise  disposed  of. 

Retention  period:  5  years  from  date 
of  return  of  property.*  17  CFR  1.36  (re¬ 
tention:  1.31)  ' 

5.11  Futures  commission  merchants  and 
members  of  contract  markets. 

To  keep  record  showing  for  each  fu¬ 
tures  account  name,  address  and  prin¬ 
cipal  occupation  of  person  for  whom 
account  is  carried  and  names  of  persons 
guaranteeing  account  or  exercising  trad¬ 
ing  control  over  account. 

Retention  period:  5  years  from  date 
account  closed.*  17  CFR  1.37  (retention: 
1.31) 

5.12  Contract  markets. 

To  keep  record  of  each  transaction 
wherein  a  member  acts  for  both  a  buyer 
and  a  seller,  including  the  date,  price, 
quantity,  kind  of  commodity,  delivery 
month,  by  whom  executed,  and  the  exact 
time  of  execution. 

Retention  period:  5  years.*  17  CFR 
1.39  (retention:  1.311 

5.13  Contract  markets. 

Must  require  warehouse  operators 
whose  receipts  are  deliverable  in  satis¬ 
faction  of  futures  contracts  made  on  or 
subject  to  the  rules  of  the  contract  mar¬ 
ket  to  keep  records  showing  stocks  traded 
for  future  delivery  on  such  contract 
markets,  in  store  by  kind,  class,  and 
grade,  including  lots  and  parcels  stored 
specisdly  or  separately. 

Retention  period:  5  years.*  17  CFR 
1.44  (retention:  1.31) 


V 


2286 

5.14  Persons  hairing  or  controllins 
open  contracts  in  futures  in  excess 
of  amounts  specified. 

To  keep  books  and  records  showing  de¬ 
tails  of  such  contracts  and  related  trans¬ 
actions,  names  and  addresses  of  all 
futures  commission  merchants,  and 
board  of  trade  members  with  whom  or 
through  whom  such  contracts  held,  all 
persons  having  a  participating  financial 
interest,  name  and  address  of  partners, 
stockholders  controlling  20  percent  or 
more  of  capital  stock  of  corporation,  per¬ 
sons  participating  in  management  or 
having  financial  or  beneficial  interest  in 
trading  operations  of  associations  or 
trusts. 

Retention  period:  5  years.*  17  CFR 

2.14,  2.15.  3.14,  3.15,  4.14,  4.15,  5.14,  5.15, 

6.14,  6.15,  7.14,  7.15,  8.14,  8.15,  9.14,  9.15, 

10.14,  10.15, 11.14, 11.15  (retenUon:  1.31) 

6.  Commodity  Stabilization  Service 

Makkcting  Quotas  for  Cotton,  Wheat. 

Tobacco,  Peanuts,  and  Rice 

6wl  Ginners  of  upland  cotton. 

To  keep  for  each  bale  of  cotton  or  lot 
less  than  a  bale  ginned  by  him  records 
showing  (a)  date  of  ginning;  (b)  name 
of  operator  of  farm  on  which  cotton  pro¬ 
duced;  (c)  name  of  producer  of  cotton; 
(d)  county  and  State  in  which  farm 
located;  (e)  gin  bale  number  or  mark; 
(f)  serial  number  of  the  gin  ticket  or 
receipt;  (g)  gross  weight  of  each  bale  and 
net  weight  of  each  lot  of  lint  cotton  less 
than  a  bale;  cuid  (h)  kind  of  bagging 
used  on  each  bale  if  other  than  jute. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  CFR  722.36  (retention:  722.40) 

6.2  Buyers  and  transferees  of  upland 
cotton. 

To  keep  for  each  bale  of  cotton  or  lot 
less  than  a  bale  purchased  from  a  pro¬ 
ducer  records  showing  (a)  name  and  ad¬ 
dress  of  the  producer;  (b)  date  pur¬ 
chased;  (c)  original  gin  bale  number  or 
equival^t;  (d)  number  of  pounds  of  lint 
cotton  in  each  bale  and  lot;  (e)  amount 
of  penalties  to  be  collected,  if  any;  and 
(f )  serial  number  of  the  marketing  card 
or  certificate  or  brief  description  of  the 
loan  document  by  which  the  cotton  was 
identified' when  marketed. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  CFR  722.37,  722.38  (retention: 

722.40) 

6.3  Buyers  and  transferees  of  upland 
cotton  not  identified  by  marketing 
cards,  marketing  certificates,  or  loan 
documents. 

To  keep  copy  of  report  showing  (a) 
name  knd  address  of  producer  from 
whom  purchased;  (b)  date  purchased; 


'After  3  years  the  person  required  to  keep 
such  books  and  records  may  at  his  option 
substitute  photographic  reproductions  there¬ 
of  on  film,  together  with  facilities  tor  the 
projection  of  such  film  In  a  manner  which 
wUl  permit  it  to  be  readily  inspected  or 
examined.  . 

■  As  specified,  or  longM*  if  requested  by  the 
Director,  Cotton  Division,  CSS. 
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(o)  original  gin  bale  number,  or  other 
information  showing  original  source  of 
the  cotton;  (d)  net  weight  of  each  bale 
or  not  less  than  a  bale;  and  (e)  amoimt 
of  penalty  collected,  if  any. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  .year  in  which  cotton  is 
planted,  7  CFR  722.37,  722.38  (retention: 

722.40) 

6.4  Buyers  and  transferees  of  upland 
cotton  identified  by  marketing  certifi¬ 
cates.. 

To  keep  copy  of  report  of  transactions 
(Form  MQ-91 — Cotton  (Upland) ) . 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  CFR  722.37,  722.38  (retention; 

722.40) 

6.5  War^ousemen,  ginners.  buyers, 
processors,  common  carriers,  and 
other  persons  handling  upland  cot¬ 
ton  from,  for,  or  on  behalf  of  the 
producer. 

To  keep  records  concerning  such  cot¬ 
ton  so  that  the  accuracy  of  any  reports 
or  other  records  that  may  be  required 
can  be  checked. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — ^until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  cm  722.39  (retention:  722.40) 

6.6  Producers  of  upland  cotton  mar¬ 
keted  to  persons  not  within  the 
United  States. 

To  keep  copy  of  certificate  showing 
name  and  address  of  buyer  or  transferee. 

Retention  period:  •  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  Cm  722.42 

6.7  Ginners  of  extra  long  staple  cotton. 

To  keep  for  each  bale  or  lot  less  than 
a  bale  records  showing  (a)  date  of  gin¬ 
ning;  (b)  name  of  the  operator  of  the 
farm  on  which  produced;  (c)  name  of 
the  producer;  (d)  county  and  State  in 
which  produced;  (e)  gin  bale  num'oer  or 
mark;  (f )  serial  number  of  the  gin  ticket 
or  receipt;  (g)  gross  weight  of  each  bale 
and  net  weight  of  each  lot  less  than  a 
bale;  and  (h)  kind  of  bagging  used  if 
other  than  jute. 

Retention  period:  •  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  CFR  722.136  (retention: 
722.140) 

6.8  Buyers  and  transferees  of  extra  long 
staple  cotton. 

To  keep  for  each  bale  of*  lot  less  than 
a  bale  records  showing  (a)  name  and 
address  of  producer  from  whom  pur¬ 
chased;  (b)  date  purchased;  (c)  original 
gin  bale  number  or  other  information 
showing  origin  and  weight  of  cotton; 
(d)  number  of  pounds  in  each  bale  and 
lot  purchased;  and  (e)  penalties  to  be 
collected,  if  any. 

Retention  period:  •  1958  and  succeed¬ 
ing  crops — ^until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  CFR  722.137,  722.138  (reten¬ 
tion:  722.140) 


6.9  Buyers  and  transferees  of  extra  long 
staple  cotton  not  identified  by  mar. 
keting  cards,  marketing  certificates,  ,  ; 
or  loan  documents. 

To  keep  copy  of  report  showing  (a)  ■; 
name  and  address  of  the  producer  from 
whom  purchased;  (b)  date  purchased; 

(c)  original  gin  bale  number  or  other 
information  showing  original  source  of  % 
the  cotton;  (d)  net  weight  of  each  bale 
or  lot  less  than  a  bale;  and  (e)  amount 
of  penalty  collected,  if  any. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — until  December  31  of  second  ' 
year  following  year  in  wh^ch  cotton  is 
planted,  7  CFR  722.137,  722.138  (reten¬ 
tion:  *722.140)  . 

6.10  Buyers  and  transferees  of  extra 
long  staple  cotton  identified  by  mar¬ 
keting  certificates. 

To  keep  copy  of  report  of  transaction 
(Form  MQ-91 — Cotton  (ELS)). 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  CFR  722.137,  722.138  (reten¬ 
tion:  722.140) 

6.11  "Warehousemen,  ginners,  buyers, 
processors,  common  carriers,  and 
other  persons  handling  extra  long 
staple  cotton  from,  for,  or  on  behalf 
of  the  producer. 

To  keep  records  concerning  such  cot¬ 
ton,  so  that  the  accuracy  of  any  reports 
or  other  records  that  may  be  required 
can  be  checked. 

Retention  period:  •  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  CFR  722.139  (retention: 
722.140) 

6.12  Producers  of  extra  long  staple  cot¬ 
ton  marketed  to  persons  not  within 
the  United  States. 

To  keep  copy  of  certificate  showing 
name  and  address  of  buyer  or  trans¬ 
feree. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted,  7  CFR  22.142 

6.13  Producers  and  producer-manu¬ 
facturers  of  cigar-filler  tobacco, 
cigar-filler  and  binder  tobacco,  and 
cigar-binder  tobacco  under  market¬ 
ing  quota  reg^ulations. 

To  keep  copies  of  specified  reports  on  3 
production  and  disposition  of  tobacco. 

Retention  period:  *  1957-58  marketing  ‘ 
year — until  September  30,  1960,  7  CFR 
723.852,  723.861;  1958-59  year— untU 

September  30,  1961,  7  CFR  723.952, 
723.961 

6.14  Buyers  of  cigar-filler  tobacco, 
cigar-filler  and  binder  tobacco,  and 
cigar-binder  tobacco  under  market-  / ' 
ing  quota  regulations. 

To  keep  records  with  respect  to  each 
sale  of  tobacco  made  by  producer  to 
buyer,  and  to  furnish  the  name  of  the  'j 
farm  operator  and  the  amount  of  each  } 
grade  of  tobacco  obtained  from  the  ^ 

-  "1 

*  As  specified,  or  longer  if  requested  by  the 
State  administrative  oflicer  or  the  Director, 
Tobacco  Division,  CSS. 
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grading  of  tobacco  from  each  farm;  also 
to  record  other  specified  information 
and  maintain  records  of  sale  and  dis¬ 
position  of  tobacco;  and  to  keep  copies 
of  required  reports. 

Retention  period:  *  1957-58  marketing 
year — until  September  30,  1960,  7  CPR 

723.853,  723.854,  723.861;  1958-59  year— 
until  September  30,  1961,  7  CPR  723.953, 
723.954,  723.961 

6.15  Truckers  and  persons  engaged  in 
sorting,  stemming,  packing,  or  other¬ 
wise  processing  cigar-filler  tobacco, 
cigar-filler  and  binder  tobacco,  and 
cigar-binder  tobacco. 

To  keep  complete  and  detailed  records 
containing  specified  information  con¬ 
cerning  each  lot  of  tobacco  received  and 
copies  of  required  reports. 

Retention  period:  *  1957-58  marketing 
year — ^until  September  30,  1960,  7  CPR 
723.856,  723.861;  1958-59  year— untU 

September  30,  1961,  7  CPR  723.956, 

723.961 

6.16  Producers  of  burley,  flue-cured, 
fire-cured,  dark  air-cured,  and  Vir¬ 
ginia  sun-cured  tobacco. 

To  keep  copies  of  reports  with  respect 
to  disposition  of  tobacco  marketed  and 
(a)  number  of  acres  harvested,  (b)  tota,l 
production,  (c)  amoimt  on  hand  and  its 
location,  and  (d)  for  each  lot  marketed, 
name  and  address  of  person  to  or  through 
whom  marketed,  gross  price,  number  of 
pounds  marketed,  and  date  of  marketing. 

Retention  period:  *  1957-58  marketing 
year — until  June  30,  1960,  for  flue-cured 
tobacco  and  until  September  30, 1960,  for 
burley,  fire-cured,  dark  air-cured  and 
Virginia  sun-cured  tobacco,  7  CPR 

725.852,  725.861;  1958-59  year— until 

June  30, 1961,  for  flue-cured  tobacco  and 
until  Septem^r  30, 1961,  for  burley,  flre- 
cured,  dark  air-cured,  and  Virginia  sun- 
cured  tobacco,  7  CPR  725.952,  725.961 

6.17  Warehousemen  handling  burley, 
flue-cured,  fire-cured,  dark  air- 
cured,  and  Virginia  sun-cured 
tobacco. 

To  keep  records  that  will  permit  fur¬ 
nishing  detailed  information  of  all  trans¬ 
actions. 

Retention  period:  *  1957-58  marketing 
year — until  June  30,  1960,  for  flue-cured 
tobacco  and  until  September  30,  1960, 
for  burley,  fire-cured,  dark  air-cured, 
and  Virginia  sun-cured  tobacco,  7  CPR 

725.853,  725.861;  1958-59  year — until 

June  30,  1961,  for  flue-cured  tobacco  and 
until  September  30,  1961,  for  burley, 
fire-cured,  dark  air-cured,  and  Virginia 
sun-cured  tobacco,  7  CPR  725.953, 725.961 

6.18  Dealers  handling  burley,  flue- 
cured,  fire-cured,  dark  air-cured,  and 
Virginia  sun-cured  tobacco. 

To  keep  records  that  will  permit  fur¬ 
nishing  detailed  information  of  all  trans¬ 
actions. 

Retention  period:  *  1957-58  marketing 
year — imtil  June  30,  1960,  for  flue-cured 
tobacco  and  until  September  30,  1960, 
for  burley,  flre-cured,  dark  air-cured, 
and  Virginia  sim-cured  tobacco,  7  CPR 

725.854,  725.861;  1958-59  year — until 


*  As  specified,  or  longer  if  requested  by  the 
State  administrative  officer  or  the  Director, 
Tobacco  Division,  CSS. 


June  30, 1961,  for  flue-cured  tobacco  and 
until  September  30,  1961,  for  burley,  flre- 
cured,  dark  air-cured,  and  Virginia  sun- 
cured  tobacco,  7  CPR  725.954,  725.961 

6.19  Truckers  and  persons  redrying, 
prizing,  or  stemming  burley,  flue- 
cured,  fire-cured,  dark  air-cured,  and 
Virginia  sun-cured  tobacco. 

To  keep  complete  and  detailed  records 
containing  specified  information  con¬ 
cerning  each  lot  of  tobacco  received  and 
copies  of  required  reports. 

Retention  period:  *  1957-58  marketing 
year — until  June  30,  1960,  for  flue-cured 
tobacco  and  until  September  30,  1960, 
for  burley,  flre-cured,  dark  air-cured, 
and  Virginia  sun-cured  tobacco,  7  CPR 
725.856,  725.861;  1958-59  year— until 

June  30,  1961,  for  flue-cured  tobacco 
and  until  September  30,  1961,  for  burley, 
flre-cured,  dark  air-cured,  and  Virginia 
sun-cured  tobacco,  7  CPR  725.956, 

725.961 

6.20  Producers  of  Maryland  tobacco. 

To  keep  copies  of  reports  with  respect 
to  acreage,  production,  and  disposition 
of  tobacco  produced  showing  (a)  number 
of  flelds  and  acres  harvested,  (b)  total 
pounds  produced,  (c)  amount  on  hand 
and  its  location,  and  (d)  for  each  lot 
marketed,  name  and  address  of  person 
through  whom  marketed,  number  of 
pounds  marketed,  gross  price,  and  date 
of  marketing. 

Retention  period;  *  1957-58  marketing 
year — imtil  September  30,  1960,  7  CPR 

727.852,  727.861;  1958-59  year— until 

September  30,  1961,  7  CPR  727.952, 

727.961 

6.21  Warehousemen  handling  Maryland 
tobacco. 

To  keep  records  that  will  permit  fur¬ 
nishing  detailed  information  on  all 
transactions. 

Retention  period:  *  1957-58  marketing 
year — until  September  30,  1960,  7  CPR 

727.853,  727.861;  1958-59  year— until 

September  30,  1961,  7  CPR  727.953, 

727.961 

6.22  Dealers  handling  Maryland  to¬ 
bacco. 

To  keep  complete  and  detailed  records 
showing  all  purchases  and  resales  of  to¬ 
bacco  made  by  or  for  the  dealer,  and 
resales  of  tobacco  bought  from  crops  pro¬ 
duced  prior  to  1957  (for  1957-58  market¬ 
ing  year,  and  prior  to  1958  (for  1958-59 
marketing  year) ;  and  to  keep  copies  of 
required  reports. 

Retention  period:  *  1957-58  marketing 
year — until  September  30,  1960,  7  CPR 

727.854,  727.861;  1958-59  year— until 

September  30,  1961,  7  CPR  727.954, 

727.961 

6.23  Truckers  and  persons  redrying, 
prizing,  or  stemming  Maryland  to¬ 
bacco. 

To  keep  complete  and  detailed  records 
containing  specified  information  con¬ 
cerning  each  lot  of  tobacco  received,  and 
copies  of  required  reports. 

Retention  period:  *  1957-58  marketing 
year — until  September  30,  1960,  7  CPR 
727.859,  727.861;  1958-59  year— until 

September  30,  1961,  7  CPR  727.956, 

727.961 


6.24  Wheat  producers,  warehousemen, 
elevator  operators,  feeders,  proces¬ 
sors  or  transferees,  and  buyers. 

To  keep  records  of  wheat  transactions 
(as  specified  in  the  regulations) . 

Retention  period:  2  calendar  years  be¬ 
yond  the  calendar  year  in  which  the 
marketing  year  ends  and  indeflnite. 
1958  and  subsequent  crop  years — 7  CPR 
728.883,  728.884,  728.887 

6.25  Peanut  producers. 

To  keep  copies  of  specifled  reports  on 
disposition  of  peanuts  produced  and 
marketed. 

Retention  period:  ‘  1957  and  subse¬ 
quent  crops — 3  years  following  end  of 
pertinent  marketing  year,  7  CPR  729.857, 

729.863,  729.1056,  729.1062 

6.26  Peanut  buyers. 

To  keep  detailed  records  of  peanuts 
marketed  and  sales  memoranda  with  re¬ 
spect  to  farmers  stock  peanuts  and 
shelled  peanuts  purchased  from  pro¬ 
ducers. 

Retention  period:  *  1957  and  subse¬ 
quent  crops — 3  years  following  end  of 
pertinent  marketing  year,  7  CPR  729.858, 

729.863,  729.1057,  729.1062 

6.27  Peanut  shellers. 

To  maintain  detailed  records  and  keep 
copies  of  reports  pertaining  to  the  shell¬ 
ing  of  each  lot  of  peanuts  (including  rec¬ 
ord  of  peanuts  retained  by  the  sheller) 
as  specifled  in  the  regqlations. 

Retention  period:  *  1957  and  subse¬ 
quent  crops — 3  years  following  end  of 
pertinent  marketing  year,  7  CPR  729.859, 

729.863,  729.1058,  729.1062 

6.28  Rice  producers,  warehousemen, 
mill  or  elevator  operators,  other 

rocessors  or  transferees,  and 
uyers. 

To  keep  records  of  rice  transactions  as 
prescribed. 

Retention  period:  2  calendar  years  be¬ 
yond  the  calendar  year  in  which  the 
marketing  year  ends.  1958  and  subse¬ 
quent  crop  years — 7  CPR  730.984,  730.985, 
730.988 

Import  Quotas  and  Paui  Wage  Rates 
Under  the  Sugar  Act 

6.29  Importers  or  persons  bringing 
sugar  and  liquid  sugar  into  the  conti¬ 
nental  United  States  from  domestic 
offshore  areas  and  foreign  countries. 

To  keep  records  of  operations  and 
transactions  pertaining  to  sugar  and 
liquid  sugar  including  detailed  informa¬ 
tion  for  each  unit  of  sugar  tested  and  for 
each  processing  facility. 

Retention  period:  2  years  following 
end  of  calendar  year  in  which  sugar  is 
imported  or  brought  into  the  United 
States.  7  CTR  810.9 

6.30  Persons  marketing  sugar  and 
liquid  sugar  produced  from  sugar 
beets  and  sugarcane  grown  in  the 
continental  United  States  and  mar¬ 
keting  sugar  for  consumption  in 
Territory  of  Hawaii  and  in  Puerto 
Rico. 

To  keep  records  of  processings,  receipts, 
and  marketings  of  sugar  and  liquid  sugar. 


•  As  specified,  or  longer  if  requested  by  the 
Director,  Oils  and  Peanuts  Division,  CSS, 
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Retention  period:  2  years  following 
the  end  of  the  calendar  year  in  which 
sugar  is  marketed.  7  CFR  816.8 

6.31  Persons  importing  sugar  and  lif^id 
sugar  into  the  continental  United 
States  (including  importers,  main¬ 
land  refiners,  allottees  .of  offshore 
domestic  sugar  quotas,  shipping  com¬ 
panies,  persons  engaged  in  the  move¬ 
ment  of  sugar  in  interstate  and  for¬ 
eign  commerce,  and  surety  com¬ 
panies  undertaking  obligations  with 
respect  to  import^  sugar). 

To  keep  records  of  receipt,  processing, 
and  movement  of  sugar  and  liquid  sugar 
and  of  tests,  gallonages,  and  weights  per¬ 
taining  thereto. 

Retention  period:  2  years  following 
end  of  calendar  year  in  which  sugar  is 
imported  or  disposed  of.  7  CFR  817.11 

6.32  Employers  of  Virgin  Islands  ap¬ 
prentice  operators  of  mechanical 
loaders  and  tractors  in  the  sugar  in¬ 
dustry. 

To  keep  a  copy  of  the  certificate  of 
learner  or  apprentice  issued  by  the  St. 
Croix  Municipal  Wage  Commissioner. 

Retention  period:  Not  specified.  7 
CFR  868.7 

6.33  Employers  of  Virgin  Islands  handi- 
capp^  workers  in  the  sugar  industry. 

To  keep  a  copy  of  the  certificate  of 
individual  worker  impairment  issued  by 
the  St.  Croix  Municipal  Council  Wage 
Commissioner. 

Retention  period:  Not  specified.  7 
CFR  868.7 

7.  Commodity  Stabilization  Service 

and  Commodity  Credit  Corporation 

7.1  Cooperative  marketing  associations 
of  producers  participating  in  the 
Rice  Loan  and  Purchase  programs. 

To  maintain  records  of  the  total  quan¬ 
tity  of  rough  rice  acquired  by  or  delivered 
to  the  association  from  all  sources,  the 
quantity  of  eligibile  rice  delivered  by 
eligible  producer  members,  and  separate 
records  of  both  eligible  and  ineligible 
rice. 

Retention  period:  1954  crop — at  least 
until  May  1,  1960,  6  CFR  421.577:  1955 
crop— at  least  until  May  1,  1961,  6  CFR 
421.1337 

7.2  Cottonseed  crushers  participating  in 
the  1954  Cottonseed  Price  Support 
program. 

To  keep  complete  and  detailed  records 
as  specified  with  respect  to  all  purchases 
of  cottonseed  and  other  specified  trans¬ 
actions. 

Retention  period:  At  least  2  years  from 
the  last  date  any  of  the  products  ten¬ 
dered  by  the  crusher  have  been  delivered. 
6  CFR  443.1044 

7.3  Cooperative  associations  of  pro¬ 
ducers  participating  in  the  Tung  Nut 
Price  Support  program. 

To  maintain  detailed  records  as  speci¬ 
fied  pertaining  to  quantities  of  tung  nuts 
and  tung  nut  oil  obtained  and  processed. 

Retention  period:  1957  crop — until 
July  1,  1960,  6  CFR  443.1364 


7.4  Peanut  shelters  participating  in  the 
Peanut  Price  Support  program. 

To  keep  accounts  with  respect  to  the 
production  and  purchase  of  No.  2  pea¬ 
nuts  and  farmers  stock  peanuts  from 
which  No.  2  peanuts  were  produced,  in¬ 
cluding  tsrpes,  grades,  and  quantity, 
names  and  addresses  of  producers,  and 
date  and  place  received. 

Retention  period:  2  years  after  the  last 
No.  2  peanuts  are  delivered  to  CCC.  6 
CFR  446.729,  446.829,  446.929,  446.1032 

7.5  Mohair  producers  participating  in 
the  Payment  Program  for  Mohair, 
and  their  marketing  agencies. 

To  maintain  books,  records,  and  ac¬ 
counts  showing  the  marketing  of  mohair 
on  which  an  application  for  payment  is 
based. 

Retention  period:  1958  program,  until 
AprU  1,  1962,  6  CFR  468.117 

7.6  Handlers  participating  in  the  1954 
Wool  Price  Support  program. 

To  keep  authorization  from  pool  man¬ 
ager  <to  represent  him  and  pool  mana¬ 
ger’s  assurance  to  comply  with  all  re¬ 
quirements  of  the  program. 

Retention  period:  Not  specified.  6 

CFR  472.521 

7.7  Pool  managers  and  member-associa¬ 
tions  participating  in  the  1954  Wool 
Price  Support  program. 

To  keep  agreements  or  other  docu¬ 
ments  showing  membership  and  author¬ 
ization  to  handler. 

Retention  period:  Not  specified.  6 
CFR  472.522 

7.8  Wool  producers  participating  in  the 
Incentive  Payment  Program  for 
Shorn  Wool,  and  their  marketing 
agencies. 

To  maintain  books,  records,  and  ac¬ 
counts  showing:  for  the  1956,  1957,  and 
1958  programs — ^purchases  of  lamte  on 
and  after  April  1,  1956,  and  marketing 
of  wool  (and/or  lambs  for  the  1957  and 
1958  programs)  on  which  application  is 
based. 

Retention  period:  1956  program — 
until  April  1,  1960,  6  CFR  472.717;  1957 
program — until  April  1,  1961,  6  CFR 
472.824;  1958  program — imtil  April  1, 
1962,  6  CFR  472.948 

7.9  Lamb  and  yearling  producers  par¬ 
ticipating  in  the  Payment  Program 
for  Lambs  and  Yearlings  (Pulled 
Wool),  and  persons  furnishing  evi¬ 
dence  to  an  applicant  to  enable  him 
to  receive  payment  under  the  pro¬ 
gram. 

To  maintain  books,  records,  and  ac¬ 
counts  showing:  for  the  1956  pro¬ 
gram — purchases  of  unshorn  lambs  on  or 
after  April  1,  1956,  and  marketing  of  un¬ 
shorn  lambs  on  which  application  for 
payment  is  based. 

Retention  period:  1956  program — until 
AprU  1,  1960,  6  CFR  472.764 

7.10  Dealers  selling  designated  surplus 
feed  grains  or  approved  mixed  feed 
to  farmers  under  the  Emergency 
Feed  Program. 

To  maintain  books  and  records  which 
wiU  permit  verification  of  all  transac¬ 
tions  with  regard  to  farmer’s  purchase 
orders  and  dealer’s  certificates. 


Retention  period:  1956  program— until 
July  1, 1960, 6  CFR  475.33;  1957  and  1958 
programs — at  least  3  full  years  following 
exchange  of  the  purchase  order  for 
dealer’s  certificate,  6  CFR  475.46,  475.61; 
or  to  be  kept  longer  if  requested  by  the 
Commodity  Credit  Corporation. 

7.11  State  agencies  distributing  feed 
grain  under  Disaster  Relief  pro¬ 
grams. 

To  maintain  records  pertaining  to  the 
receipt  and  distribution  of  feed  grain 
delivered  by  CCC. 

Retention  period:  UntU  January  l 
1961.  6  CFR  476.108 

7.12  Exporters  participating  in  the  Rice 
Export  Program. 

To  maintain  records  showing  milled 
rice  or  brown  rice  exported  or  to  be 
exported  in  connection  with  program. 

Retention  period:  2  years  after  date 
of  export.  6  CFR  481.138 

7.13  Exporters  participating  in  the 
Commodity  Credit  (lorporation’s 
wheat  and  wheat  flour  export  pay¬ 
ment  programs  under  the  Interna¬ 
tional  Wheat  Agreement. 

To  keep  accurate  records  showing  sales 
and  deliveries  of  wheat  or  flour  exported 
or  to  be  exported  in  connection  with  the 
programs. 

Retention  period:  2  years  after  date 
of  export.  6  CFR  481.770,  483.177, 
483.277 

7.14  Cotton  products  and  cotton  ex¬ 
porters  (and  affiliates  and  sub¬ 
sidiaries)  participating  in  the  cotton 
export  programs. 

To  keep  books,  records,  accounts,  and 
other  documents  and  papers  pertinent  to 
any  transaction  under  the  program. 

Retention  period:  At  least  3  years 
after  the  date  of  last  payment  under  any 
sales  registration.  6  CFR  482.14,  >t82.112 

7.15  Feed  grain  exporters  participating 
in  the  Feed  Grain  Export  Program. 

To  keep  records,  accounts,  and  other 
documents  relating  to  transactions  under 
the  program. 

Retention  period:  2  years  after  date 
of  export.  6  CFR  484.138 

8.  Farmers  Home  Administration 

8.1  Farm  Ownership  borrowers. 

To  maintain  annual  record  book 
(Form  FHA-195  “Farm  Family  Record 
Book’’) . 

Retention  period:  Until  summarized 
and  reflected  in  the  Agency’s  official  rec¬ 
ords.  6  CFR  337.1 

8.2  Group  services  (a  means  by  which 
two  or  more  farmers  may  provide 
themselves  with  such  services,  equip¬ 
ment,  and  facilities  which  they  could 
not  otherwise  obtain  individually  on 
an  economically  sound  basis)  fi¬ 
nanced  in  whole  or  part  by  FHA. 

To  maintain  such  records  as  are  neces¬ 
sary  to  provide  information  on  which  to 
determine  results  of  operation  and  to  aid 
in  future  planning. 

Retention  period:  Until  summarized 
and  reflected  in  the  Agency’s  official  rec¬ 
ords.  6  CFR  344.6 
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8.3  Renters  of  Farm  Ovmership  farms. 

To  be  encouraged  to  keep  records  of 
farming  operations. 

Retention  period:  Until  summarized 
and  reflected  in  the  Agency’s  official  rec¬ 
ords.  6  CFR  372.6 

8.4  Watershed  loan  participants. 

To  maintain  such  accoimts  and  records 
pertaining  to  transactions  related  to  in¬ 
stallation.  operation,  and  maintenance 
as  may  be  required  by  PHA. 

Retention  period:  5  years  after  year 
to  which  they  pertain.  6  CFR  391.15 

9.  Federal  Crop  Insurance  Corporation 

9.1  Insured  under  Federal  Crop  Insur- 
ance  Corporation. 

To  keep  records  of  harvesting,  storage, 
diipments.  sale,  or  other  disposition  of 
all  barley,  dry  edible  beans;  citrus,  com¬ 
bined  crops,  com.  cotton,  flax,  grain 
sorghum,  oats,  oranges,  'peaches,  rice, 
rye,  soybeans,  tobcuxx),  and  wheat  pro¬ 
duced  on  each  insurance  imit  covered  by 
the  contract,  and  separate  records  show¬ 
ing  the  same  information  for  production 
on  any  iminsured  acreage  of  the  insmed 
crop  in  the  county  in  which  he  has  an 
interest. 

Retention  period:  2  years  after  time  of 
loss.  Through  1960  crop  year;  citrus — 
7  CFR  422.6,  sec.  18;  all  other  insured 
crops — 7  CFR  401.11,  sec.  19.  For  1961 
and  succeeding  crop  years  (all  insured 
crops  except  citrus) — 7  CFR  401.11,  sec. 
19 

II.  DEPARTMENT  OF 
COMMERCE 

1.  Business  and  Defense  Services 
Administration 

1.1  Persons  in  the  United  States  par¬ 
ticipating  in  transactions  covered  by 
BDSA  Regulation  3. 

To  keep  records  of  receipts  and  deliver¬ 
ies  in  sufficient  detail  to  permit  the  deter¬ 
mination.  after  audit,  of  compliance  of 
each  transaction  with  provisions  of 
BDSA  Regulation  3  (Operations  of  the 
Priorities  and  Allocations  Systems  be¬ 
tween  Canada  and  the  United  States). 

Retention  period:  At  least  3  years. 
32A  CFR  Ch.  VI,  BDSA  Reg.  3,  sec.  7  (a) 

1.2  Individuals,  corporations,  partner¬ 
ships.  associations,  or  any  other 
organized  groups  of  persons  par¬ 
ticipating  in  any  transaction  covered 
by  Defense  Materials  System  Regula¬ 
tion  1.  as  amended  April  1. 1954.  and 
Defense  Materials  System  Regulation 
2.  as  amended  April  1.  1954. 

To  keep  accurate  and  complete  records 
of  receipts  and  deliveries  (including 
records  of  allotments  received  and  made) 
in  sufficient  detail  to  permit  the  deter¬ 
mination,  after  audit,  whether  each 
transaction  complies  with  the  provisions 
of  DMS  Reg.  1,  as  amended  April  1, 
1954 — Basic  Rules  of  the  Defense  Mate¬ 
rials  System,  and  DMS  Reg.  2,  as 
amended  April  1,  1954— Construction 
under  the  Defense  Materials  System,  as 
applicable. 

Retention  period:  For  at  least  2  years. 
32A  CFR  Ch.  VI.  DMS  Reg.  1,  as  amended 
April  1,  1954,  sec.  25  (a)  and  (b) ;  DMS 
No.  54— Pt.  n - 2 


Reg.  2,  as  amended  April  1,  1954,' sec.  21 
(a)  and  (b) 

1.3  Individuals,  corporations.  parUieiv 
ships,  associations,  or  any  other  or¬ 
ganized  groups  of  persons  partici¬ 
pating  in  any  transaction  covered  by 
Defense  Materials  System  Regulation , 
1.  as  amended  December  1,  1959. 

To  keep  accurate  and  complete  rec¬ 
ords  of  each  such  transaction,  includ¬ 
ing  all  rated  orders,  ACM  orders  and 
directives  received  by  such  persons, 
copies  of  all  rated  orders  and  ACM  orders 
placed  by  such  persons,  records  of  pur¬ 
chases,  receipts,  inventories,  production, 
use.  sales,  and  deliveries  of  all  materials 
acquired  by  means  of  priority,  allotment 
or  directive  assistance,  and  records  of 
sales  and  deliveries  of  all  materials  sold 
or  delivered  by  such  persons  pursuant 
to  rated  orders,  ACM  orders  and  direc¬ 
tives.  Records  shall  be  maintained  in 
sufficient  detail  to  permit  the  determina¬ 
tion,  after  audit,  whether  each  trans¬ 
action  complies  with  the  provisions  of 
DMS  Reg.  1,  as  amended  December  1, 
1959. 

Retention  period:  For  at  least  3  years. 
32A  CFR  Ch.  VI.  DMS  Reg.  1,  as 
amended  December  1,  1959,  sec.  14 

1.4  Individuals,  corporations,  partner¬ 
ships,  associations,  or  any  other  or¬ 
ganize  groups  of  persons  participat¬ 
ing  in  any  transaction  covered  by 
BDSA  Order  M-107. 

I 

To  keep  accurate  and  complete  records 
of  receipts  and  deliveries  in  sufficient  de¬ 
tail  to  permit  the  determination,  after 
audit,  whether  each  transaction  com¬ 
plies  with  the  provisions  of  BDSA  Order  - 
M-107 — ^Titanium  Mill  Products. 

Retention  period:  For  at  least  2  years. 
32A  CFR  Ch.  VI.  Order  M-107,  sec.  7  (a) 

1.5  Individuals,  cor^rations,  partner¬ 
ships.  associations,  or  any  other  or¬ 
ganized  groups  of  persons  participat¬ 
ing  in  any  transaction  covered  by 
BDSA  (formerly  NPA)  Regulation  2 
and  BDSA  (formerly  NPA)  Orders 
M-IA,  M-5A.  M-41,  and  M-43A. 

To  keep  accurate  and  complete  records 
of  receipts,  deliveries,  inventories,  pro¬ 
duction.  and  use,  in  sufficient  detail  to 
permit  the  determination,  after  audit, 
whether  each  transaction  complies  with 
the -provisions  of  BDSA  Reg.  2 — ^Basic 
Rules  of  the  Priorities  System;  BDSA 
Order  M-IA — Iron  and  Steel;  BDSA 
Order  M-5A — Aluminum;  BDSA  Order 
M-41 — Metalworking  Machines:  Deliv¬ 
ery;  BDSA  Order  M-43A — Construction 
Machinery:  Distribution,  as  applicable 
to  such  transaction. 

Retention  period:  For  at  least  3  years. 
32A  CFR  Ch.  VI.  BDSA  Reg.  2.  sec.  24 
(a) ;  Order  M-IA,  sec.  19  (a) ;  Order 
M-5A,  sec.  15  (a) ;  Order  M-41,  sec.  13 
(a) ;  Order  M-43A.  sec.  9  (a) 

1.6  Individuals,  corporations,  partner¬ 
ships.  associations,  or  any  other  or¬ 
ganized  groups  of  persons  partici¬ 
pating  in  any  transaction  covered  by 
BDSA  Order  M-17. 

To  keep  accurate  and  complete  rec¬ 
ords  of  rated  orders  and  directives  re¬ 
ceived  and  monthy  records  of  production, 
production  schedules  and  deliveries  in 
sufficient  detail  to  permit  the  deter¬ 


mination,  after  audit,  whether  each 
transaction  complies  with  the  provi¬ 
sions  of  BDSA  Order  M-17 — ^Electronic 
Components  or  Parts. 

Retention  period:  For  at  least  3  years. 
32A  CFR  Ch.  VI.  BDSA  Order  M-17,  as 
amended  September  4,  1959,  sec.  7(a) 

1.7  Individuals,  corporations,  partner¬ 
ships.  associations,  or  any  other  or¬ 
ganized  groups  of  persons  participat¬ 
ing  in  any  transactions  covered  by 
BDSA  (formerly  NPA)  Regulation 
6— Transfer,  of  Quotas  and  Ratings ; 
Transfer  of  a  Business  as  a  (^ing 
Concern. 

To  keep  accurate  and  complete  records 
in  sufficient  detail  to  permit  the  determi¬ 
nation,  after  audit,  whether  each  such 
transaction  complies  with  the  provisions 
of  that  regulation. 

Retention  period.  For  at  least  3  years. 
32A  CFR  Ch.  VI.  BDSA  Reg.  6,  sec.  8(a) 

1.8  Persons  participating  in  transacticms 
covered  by  BDSA  Order  M— IB. 

To  keep  records  of  receipts  and  de¬ 
liveries  in  sufficient  detail  to  permit  the 
determinatipn,  after  audit,  of  compliance 
of  each  transaction  with  provisions  of 
Order  M-IB  (Nickel  Alloys). 

Retention  period:  At  least  3  years. 
32A  CFR  Ch.  VI,  Order  M-IB,  sec.  13(a) 

1.9  Producers  and  distributors  of  cop¬ 
per  controlled  materials,  producers 
of  intermediate  shapes,  and  users  of 
copper  raw  materials.  (BDSA  Order 
M— llA — 0>pper  and  Copper  Base 
Alloys). 

To  keep  accurate  and  complete  records 
of  purchases,  receipts,  inventories,  pro¬ 
duction,  use,  sales  ^d  deliveries  of  cop¬ 
per  controlled  materials,  intermediate 
shapes,  and  copper  raw  materials.  Such 
records  shall  include,  but  shall  not  be 
limited  to.  all  authorized  controlled 
material  orders,  certified  orders  and 
directives  received  by  such  persons,  and 
copies  of  all  authorized  controlled  ma¬ 
terial  orders,  rated  orders,  and  certified 
orders  placed  by  such  persons. 

Retention  period:  At  least  3  years.  32A 
CFR  Clh.  VI,  Order  M-llA,  sec.  12(a). 

1.10  Individuals,  corporations,  partner¬ 
ships.  associations,  or  any  other  or¬ 
ganized  group  of  persons  participat¬ 
ing  in  any  transaction  covered  by 
BDSA  Order  M— 108 — Argon. 

To  keep  accurate  and  complete  records 
of  such  transactions,  including  all  rated 
orders  and  directives  received  by  such 
persons  pertaining  to  argon,  copies  of  all 
rated  orders  for  argon  placed  by  such 
persons,  and  records  of  all  purchases,  re¬ 
ceipts.  inventories,  production,  use,  sales, 
and  deliveries  of  argon..  Records  shall 
be  in  sufficient  detail  to  permit  the  de¬ 
termination,  after  audit,  whether  each 
transaction  complies  with  the  provisions 
of  Order  M-108 — Argon. 

Retention  period:  At  least  3  years  after 
date  of  transaction.  32A  CTO  Ch.  VI, 
Order  M-108,  sec.  6(a) 

2.  Bureau  of  Foreign  Commerce 

2.1  Holden  of  U.S.  Import  Certifi<»te« 
selling  or  transferring  conunodities 
covered  by  such  certificates. 

To  secure  and  retain  a  written  ac¬ 
ceptance  by  the  purchaser  or  transferee 
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of  all  obUgations  imposed  under  the  ex¬ 
port  regulatiops  of  the  United  States. 

Retention  i^od:  3  years.  15  CFR 
368.1 

2.2  Executors  of  Import  Certificates 
where  resale  or  transfer  of  com¬ 
modities  covered  bj  Import  Certifi¬ 
cate  occurs  before  delivery. 

To  secure  and  retain  written  accept¬ 
ance  by  purchaser  or  transferee  of  obli¬ 
gation  to  provide  delivery  verification. 
Retention  period:  3  years.  15  CFR 

368.1 

2.3  Exporters  of  surplus  agricultural 
.  commodities. 

To  obtain  and  keep  available  for  in¬ 
spection,  upon  demand,  by  the  Bureau  of 
Foreign  Commerce,  documents  of  ac¬ 
knowledgment  from  foreign  purchasers 
and  documents  constituting  evidence  of 

the  contract  of  purchase  and  sale. _ 

Retention  period:  3  years.  15  CFR 

371.8 

2.4  Applicants  for  export  licenses. 

keep  documents  constituting  evi¬ 
dence  of  an  order  and  of  facts  relating 
to  the  purchase  transaction  as  specified 
in  section  cited. 

Retention  period:  3  years  from  date 
of  receipt  of  the  application  by  the  Bu¬ 
reau  (as  shown  on  the  Acknowledgment 
Card,  Form  FC-116).  15  CFR  372.4 

2.5  Applicants  for  export  licenses. 

TO  keep  the  originals  of  any  copies  of 
documents  submitted  in  su]n>ort  of  ap¬ 
plications. 

Retention  period:  3  years  from  date 
of  receipt  of  the  license  application  by 
the  Bureau  (as  shown  on  the  Acknowl¬ 
edgment  Card,  Form  FC-116).  15  CFR 

372.9 

2.6  Apfrficants  for  a  time  limit  license. 

To  keep  records  of  the  documentary 
evidence  of  the  prescribed  relationship 
with  each  consignee. 

Retention  period:  3  years  frmn  the 
date  of  receipt  of  the  application  (as 
shown  on  the  Acknowledgment  Card, 
Form  PC-116).  15  CTPR  377.3 

2.7  Transferors  and  transferees  of  ex¬ 
port  licenses. 

To  keep  records  of  all  documents  evi¬ 
dencing  the  order  covered  by  these 
licenses. 

Retention  period:  3  years- from  date  of 
certification.  15  CFR  380.1 

Fersign  Trad#  Zonst  Board 

2.8  Grantees  of  foreign  trade  zones. 

To  keep  books,  records,  and  accounts 
in  the  form  and  manner  prescribed  in 
**Uniform  Ss^stem  of  Accoimts,  Records 
and  Repbrts,”  approved  February  6, 1939. 

Retention  period:  Not  specified.  15 
CFR  400.1002a 

3.  Maritime  Administration 

3.1  General  *  agents  (shipping  com¬ 
panies)  or  tbeir  subcontractors  and 
bertb  agents. 

To  keep  books,  records,  documents  and 
accounts  (which  shall  be  the  property  of 
the  UJ5.),  relating  to  the  activities. 


maintenance  and  business  of  vessels 
covered  by  or  involving  transactions  re¬ 
lated  to  Service  Agreements  as  pre¬ 
scribed  in  AOE-1 — General  Agents, 
Agents  and  Berth  Agents. 

Retention  period:  Until  completion  of 
audit.*  32A  CFR  Ch.  XVIH,  AGE-1,  sec. 
2(b),  General  Agents  service  agreement. 
Art.  3(g)(1)  and  Art.  14;  Berth  Agents 
service  agreement.  Art.  3(e)(1)  and 
Art.  14 


3.8  General  agents. 

To  keep  a  copy  of  each  Job  Order,  Sup¬ 
plemental  Job  Order  or  Worksmalrq> 
Contracts  for  the  maintenance  and  re¬ 
pair  of  vessels  when  work  awarded  by 
General  Agents. 

Retention  period:  Until  completion  of 
audit.*  32A  CFR  Ch.  XVIH,  SRM-1,  sec. 
3(a)(1) 

3.9  General  agents. 


3.2  Agents  entering  into  service  agree¬ 
ments. 

To  keep  separate  sets  of  books  of  ac¬ 
counts  to  record  the  various  transactions 
in  connection  with  procedural  rules  for 
financial  transactions  imder  agency 
agreements. 

Retention  period:  Until  completion  of 
audit.*  32A  CFR  Ch.  XVm,  FIS-1,  sec.  1 

3.3  Agents  entering  into  service  agree¬ 
ments. 

To  keep  the  originals  of  all  documents, 
at  his  principal  office,  including  authori¬ 
zations,  for  facilities,  services  and  sup¬ 
plies  and  complete  tariffs  and  port 
schedules  covering  charges  at  domestic 
and  foreign  ports  incident  to  the 
operation  of  the  vessels  assigned  under 
the  procedural  rules  for  financial  trans¬ 
actions  under  agency  agreements. 

Retention  period:  Until  completion  of 
audit.*  32A  CFR  Ch.  XVm,  FIS-1,  secs. 
9  and  12 

3.4  General  agents. 

To  prepare  monthly  invoices  for  com¬ 
pensation  earned  during  preceding 
month  under  the  applicable  provisions 
of  NSA  Order  No.  47  (AGE-4)  and  record 
in  agency  account  books. 

Retention  period:  Until  completion  of 
audit.*  32A  CFR  Ch.  XVm,  FIS-2,  sec. 
3(a)  (1)  and  sec.  5 

3.5  General  agents. 

To  keep  originals  of  statements  or 
credit  memoranda  for  return  premiums 
for  all  vessels  insured  with  Underwriters 
pursuant  to  INS-l-Maritime  Protection 
and  Indemnity  Insurance  Instructions 
Under  General  Agency  and  Berth  Agency 
Agreements. 

Retention  period:  Until  completion  of 
audit.*  32A  CFR  Ch.  XVUi,  INS-1,  sec 
7(b) 

3.6  General  agents. 

To  keep  records  to  account,  if  required, 
for  the  purchase,  delivery  to  the  Master, 
receipts  from  sales,  condemnations, 
transfers  and  all  other  transactions  in 
connection  with  slop  chests. 

Retention  period:  Until  completion  of 
audit.*  32A  c:fr  Ch.  XVm,  OPR-1,  sec 
2(e) 

3.7  Masters. 

To  keep  records  and  logs  disclosing  re¬ 
ceipts  for  the  quantities  of  slop  chest 
items  delivered  aboard  ship. 

Retention  period:  Until  completion  of 
audit.*  32A  CFR  Ch.  XVilI,  OPR-1,  sec. 
3  (d)  and  (e) 


*  After  audit  by  the  General  Accounting 
Office,  the  Mau-ltlme  Administration  will  take 
custo^  of  the  records. 


To  keep  records  and  supporting  docu¬ 
ments  pertaining  to  repairs  and  equip¬ 
ment  purchased  for  repairs  to  ships  so 
that  reports  may  be  made  to  the  Mari¬ 
time  Administration. 

Retention  period:  Until  cqimletion  of 
audit.*  32A  CFR  <^.  XVIH  S^M-2,  sec. 
4;  SMR-3,  sec.  3(d) ;  SRM-4,  sec.  2; 
SRM-5,  sec.  3(a)  and  sec.  19 

3.10  Charters  of  Government-owned 
dry-cargo  vessels. 

To  keep  books,  records,  and  accounts, 
required  under  Clause  37(1),  Part  n,  of 
Form  705  charter;  section  705  of  the  Mer¬ 
chant  Marine  Act,  1936. 

Retention  period:  3  years  after  a  re¬ 
lease  or  final  settlement  is  completed  be¬ 
tween  the  Maritime  Administration  and 
the  charterer.  46  CFR  221.13 

3.11  Operators  of  vessels  newly  con¬ 
structed  under  Federal  Maritime 
Board  ship  construction  contracts, 
containing  guarantee  clauses. 

To  keep  records,  including  log  extracts 
of  all  deficiencies,  defects,  weaknesses, 
etc.,  found  in  the  ship  while  in  the  oper¬ 
ator’s  custody  and  operation,  and,  if 
possible,  the  causes  thereof;  and  main¬ 
tain  12  complete  sets  of  records  of  the 
items  deemed  to  be  the  builder’s  respon¬ 
sibility,  including  the  initial  report  of  the 
deficiency,  specifications,  itemized  costs, 
and  completion  certificates  for  all  such 
work  awarded  during  the  guarantee 
period,  and,  if  possible,  the  cause  of  the 
deficiencies  and  all  related  correspond¬ 
ence  for  use  at  the  time  of  the  Final 
Guarantee  Survey. 

Retention  period:  3  years  after  date  of 
the  final  guarantee  survey.  46  CTR 
247.4 

3.12  Operators  of  operating-differential 
subsidized  vessels. 

To  keep  copy  of  Form  MA-140,  Sum- 
.  mary  report  on  voyage  repairs. 

Retention  period:  2  years  after  final 
-  release  or  settlement  agreement  is  com¬ 
pleted  between  the  Federal  Maritime 
Board/Maritime  Administration  and  the 
operator.  46  CJFR  272.7 

3.13  Operating-differential  subsidy  con¬ 
tractors,  and  such  affiliates,  domestic 
agents,  subsidiaries,  or  holding  cont^ 
panies  connected  with,  or  directly  or 
indirectly  controlling  or  controlled 
by,  such  contractors. 

To  keep  its  books,  records,  and  ac¬ 
counts,  as  the  Maritime  Administration 
shall  require,  relating  to  the  mainte¬ 
nance,  operation,  and  servicing  of  the 
vessels,  services,  routes,  and  lines. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Adminis¬ 
tration/Federal  Maritime  Board  and  the 
contractor.  46  CFR  282.00,  282.01,  292.3 
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3.14  Operating-differential  subsidy  con¬ 
tractors. 

To  keep  records  supporting  entries  to 
notes  and  accounts  receivable  from 
officers  and  employees  and  subsidiary 
accounts. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Administra¬ 
tion/Federal  Maritime  Board  and  the 
contractor.  46  CFR  282.364. 

3.15  Contractors  and  subcontractors. 

To  keep  accounts,  books,  documents, 
memoranda,  minutes  and  records  of 
every  kind  involving  cost  of  performing 
a  contract  or  subcontract  subject  to  in¬ 
spection  and  audit  by  the  Administra¬ 
tion. 

Retention  period:  2  years  after  the 
final  determination  and  acceptance  of 
payment  by  the  Maritime  Administra¬ 
tion.  46  CFR  285.5. 

3.16  Contractors  and  subcontractors. 

To  keep  books  and  records  in  such 
manner  that  a  proper  determination  of 
profit  can  be  made  therefrom. 

Retention  period:  2  years  after  the 
contractor  or  subcontractor  has  made 
payment  of  excess  profits  as  determined 
by  the  Maritime  Administration.  46 
CFR  285.35. 

3.17  Operators  of  operating-differential 
subsidy  ag^reements  and  depositories. 

To  keep  certified  copies  of  resolutions 
authorizing  the  establishment  of  Special 
and  Capital  Reserve  Funds  involved, 
and  such  other  accounts  established  in 
connection  therewith. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Adminis- 
tration/Federal  Maritime  Board  and  the 
operator.  46  CFR  286.2,  287.6 

3.18  Taxpayers  establishing  construc¬ 
tion  reserve  funds. 

To  keep  such  records  as  the  Commis¬ 
sioner  of  Internal  Revenue  or  the  Mari¬ 
time  Administration  may  require. 

Retention  period:  6  months  after  the 
termination  or  closing  out  of  the  reserve 
fund.  46  CFR  287.24 

3.19  Operators  of  operating-differential 
subsidy  agreements. 

To  keep  all  working  papers  (irrespec¬ 
tive  of  by  whom  prepared)  in  support  of 
the  various  statements  comprising  an¬ 
nual  and  final  accountings. 

Retention  period :  Until  a  final  release 
or  settlement  agreement  is  completed  be¬ 
tween  the  Maritime  Administration/Ped- 
eral  Maritime  Board  and  the  operator. 
46  CTB  292.8 

3.20  Citizen  applicants  to  purchase  or 
charter  a  war-built  vessel. 

To  keep  books,  records,  and  accounts 
available  for  examination  as  deemed 
necessary  by  the  Maritime  Adminis¬ 
tration  to  verify  financial  statements 
submitted. 

Retention  period:  Purchase — 10  years 
after  completion  of  contract  require¬ 
ments  ;  charter — 5  years  after  settlement 


of  company  charters  by  the  Maritime 
AdministrationT  46  CFR  299.8 

3.21  Purchasers  of  war-built  vessels. 

To  keep  books,  records  and  accounts 
available  for  examination  and  audit  as 
may  be  required  by  the  Maritime  Admin¬ 
istration. 

Retention  period:  Until  a  final  release 
or  settlement  agreement  is  completed  be¬ 
tween  the  Maritime  Administration  and 
the  purchaser.  46  CFR  299.21 

3.22  Charterers  of  war-built  vessels. 
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3.26  Those  assured  under  war  risk  cargo 
insurance  program. 

To  keep  r^ords  in  such  form  and  man¬ 
ner  that  all  information  available  to  the 
assured  as  to  the  amounts  at  risk  and  the 
amounts  of  losses  incurred  and  premiums 
due  can  be  readily  ascertained  there¬ 
from  by  the  Maritime  Administrator. 

Retention  period:  Until  a  release  is 
granted  by  the  Maritime  Administration, 
at  which  time  the  Maritime  Administra¬ 
tion  will  take  custody  of  the  records.  46 
CFR  308.517 


To  keep  books,  records  and  accoimts 
relating  to  the  vessel  in  such  form  as 
the  Maritime  Administration  may  pre¬ 
scribe  available  for  examination  and 
audit. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Adminis- 
tration/Federal  Maritime  Board  and  the 
charterer.  46  CFR  299.31 

3.23  Charterers  of  war-built  vessels. 
Government-owned  dry-cargo  vessels, 
and  war-built  dry-cargo  vessels. 

To  keep  books,  records  and  accoimts 
relating  to  the  management,  operations, 
conduct  of  the  business  of  and  mainte¬ 
nance  of  the  vessels  covered  by  the 
agreement  in  accordance  with  the  “Uni¬ 
form  System  of  Accoimts”  and  under 
such  regulations  as  may  be  prescribed 
by  the  owner:  Provided,  That  if  the 
Charterer  Is  subject  to  the  jurisdiction 
of  the  Interstate  Commerce  Commis¬ 
sion,  the  Administration  will  not  require 
the  duplication  of  books,  records  and  ac¬ 
counts  required  to  be  kept  in  some  other 
form  by  the  Interstate  Commerce 
Commission. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Adminis¬ 
tration/Federal  Maritime  Board  and  the 
charterer.  46  CFR  299.39,  299.130, 
299.202 

/ 

3.24  Charterers  of  war-built  vessels. 

To  keep  cost  records  or  other  sound 
accounting  evidence  for  purpose  of  sup¬ 
porting  claims,  if  any,  for  post-redelivery 
overhead  exi)enses. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Adminis¬ 
tration/Federal  Maritime  Board  and  the 
charterer.  46  CFR  299.48,  299.52,  299.53 

3.25  Underwriting  agents  under  war  risk 
insurance  program  for  hull,  P  &  I 
and  second  seamen. 

To  keep  a  full  and  complete  record  of 
all  applications,  binders  and  policies,  and 
also  record  all  premiums,  charges  or  de¬ 
posits  required  by  the  terms  of  the  bind¬ 
ers  of  policies;  and  books,  records  and 
accounts  covering  the  operations  and  ac¬ 
tivities  under  the  Underwriting  Agency 
Agreement,  which  shall  be  the  property 
of  the  United  States  represented  by  the 
Secretary  of  Commerce. 

Retention  period:  Until  a  release  is 
granted  by  the  Maritime  Administration, 
at  which  time  the  Maritime  Administra¬ 
tion  will  take  custody  of  the  records.  46 
CFR  308.7 


3.27  Underwriting  agents  under  war  risk 
cargo  insurance  program. 

To  keep  a  full  and  complete  record  of 
all  applications,  binders,  and  policies,  and 
also  record  all  premiums,  charges,  collat¬ 
eral  deposit  funds  and  surety  bonds  re¬ 
quired  by  the  terms  of  the  binders  and 
policies;  and  books,  records  and  accounts 
covering  the  operations  and  activities 
under  the  Underwriting  Agency  Agree¬ 
ment,  which  shall  be  the  prc^^erty  of  the 
United  States  represented  by  the  Mari¬ 
time  Administrator. 

Retention  period:  Until  a  release  Is 
granted  by  the  Maritime  Administration, 
at  which  time  the  Maritime  Administra¬ 
tion  will  take  custody  of  the  records.  46 
CFR  308.548 

3.28  State  marine  academies. 

To  keep  records  pertaining  to  acade¬ 
mies.  officers,  instructors,  crew  cadets, 
training  ships  and  shore  bases,  and 
daily  logs  of  absences,  with  or  without 
leave,  hospitalizations,  dlsenrollments 
and  other  analogous  data.' 

Retention  period :  Personnel  records — 
60  years  from  date  of  enrollment;  all 
other  records — 12  years  after  final  audit. 
46  CFR  310.3 

4.  Bureau  of  Public  Roads 

4.1  State  highway  departments  or  their 
agents. 

To  keep  records  and  all  supporting 
documents  pertaining  to  the  cost  of  con¬ 
struction.  inspection,  tests,  and  mainte¬ 
nance  of  Federal-aid  highway  projects. 

Retention  period:  3  years  after  pay¬ 
ment  of  final  voucher.  23  CFR  1.19 

5.  Under  Secretary  of  Commerce  for 
Transportation 

5.1  Ship  and  aircraft  owners,  masters, 
officers,  employees  and  agents  par¬ 
ticipating  in  transportation. 

To  retain  records  of  voyages  and/or 
shipments  in  sufficient  detail  to  permit 
an  audit  to  determine  if  the  provisions  of 
orders  T-1  (Shipping  restrictions;  Sub 
Group  A,  Hong  Kong  and  Macao)  and 
T-2  (Shipping  restrictions;  Communist 
China,  North  Korea,  and  the  Commu¬ 
nist-controlled  area  of  Viet-Nam)  have 
been  carried  out.  No  changes  in  the  rec¬ 
ords  customarily  maintained  are  re¬ 
quired  provided  such  records  supply  an 
adequate  basis  for  audit.  Records  may 
be  retained  in  microfilm  or  other  photo¬ 
graphic  copies  instead  of  the  originals. 

Retention  period:  At  least  2  years. 
32A  CFR  Ch.  VH,  T-1,  sec.  4;  T-2,  sec.  5 
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in.  DEPARTMENT  OF  DEFENSE 

1.  OfRc«  of  tho  Socretary  of  Defonse 
(Doportmonts  of  Army,  Navy,  Air 
Forco) 

1.1  Contractors  with  negotiated  fixed 
price  sOppl^  contracts  and  purchase 
orders  in  excess  of  $2,500. 

A  standard  ‘‘Examination  of  Records'* 
clause  is  provided.  Must  agree  that  the 
Comptroller  General  of  the  United  States 
or  his  duly  ’  authorized  representatives 
ahft.li  have  access  to  and  the  right  to  ex¬ 
amine  any  directly  pertinent  books,  doc¬ 
uments,  papers,  and  records  involving 
transactions  related  to  the  contract. 
Must  further  agree  to  insert  a  similar 
clause  in  each  subcontract  under  this 
type  of  prime  contract. 

Retention  period:  3  years  after  final 
payment  under  the  prime  contract.  32 
CPR  7.104-16.  ASPR  7-104.15 

1.2  Subcontractors  with  contracts  or 
purchase  orders  in  excess  of  $2,500 
(exiduding  subcontracts  or  purchase 
orders  for  public  utility  services  at 
rates  established  for  uniform  ap¬ 
plicability  to  the  general  public) 
under  negotiated  fixed  price  supply 
contracts  and  purchase  orders  in 
excess  of  $2,500. 

Must  agree  that  the  Comptroller  Gen¬ 
eral  of  the  United  States  or  his  duly 
authorized  representatives  shall  have 
access  to  and  the  right  to  examine  any 
directly  pertinent  books,  documents, 
papers,  and  records  involving  transac¬ 
tions  related  to  the  subcontract. 

Retention  period:  3  years  after  final 
payment  under  the  subcontract.  32 
CFR  7.104-15.  ASPR  7-104.15 

1.3  Contractors  with  fixed-price  incen¬ 
tive  supply  contracts. 

Shall  maintain  books,  records,  docu¬ 
ments,  and  other  evidence  sufficient  to 
refiect  all  direct  and  indirect  costs 
claimed  to  have  been  incurred  and  an¬ 
ticipated  to  be  incurred  for  the  per¬ 
formance  of  the  contract.  Also,  shall 
require  each  subcontractor  to  insert  a 
similar  requirement  in  all  its  subcon¬ 
tracts  which  are  on  other  than  a  fixed- 
price  basis. 

Retention  period:  3  years  after  final 
pa3nnent  under  the  contract.  32  CFR 
7.108  (retention:  7.104-15).  ASPR  7- 
108(e) 

1.4  Subcontractors  with  contracts  under 
fixed-price  incentive  supply  con¬ 
tracts. 

Shall  maintain  books,  records,  docu¬ 
ments.  and  other  evidence  sufficient  to 
refiect  all  direct  and  indirect  costs 
claimed  to  have  been  incurred  and  an¬ 
ticipated  to  be  incurred  in  the  per¬ 
formance  of  the  subcontract. 

Retention  period:  3  years  after  final 
pasmient  imder  the  subcontract.  32  CFR 
7.108  (retention:  7.104-15).  ASPR  7- 
108(e) 

1.5  Contractors'  with  fixed-price  prime 
contracts  providing  for  prospective 
periodic  price  redetermination  at 
stated  intervals. 

Must  agree  to  maintain  books,  records, 
documents,  and  other  evidence,  sufficient 
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to  reflect  properly  all  direct  and  indirect 
costs  of  whatever  nature  claimed  to  have 
been  incurred  and  anticipated  to  be  in¬ 
curred  for  the  performance  of  the  con¬ 
tract.  Also,  must  agree  to  insert  in  each 
of  its  subcontracts  placed  on  other  thw 
a  Arm  fixed-price  basis  a  provision  re¬ 
quiring  the  subcontractor  (i)  to  main¬ 
tain  similar  cost  data  on  performance  of 
the  subcontract  and  (ii)  to  insert  a  sim¬ 
ilar  provision  in  all  its  subcontracts 
placed  on  other  than  a  firm  fixed-price 
basis. 

Retention  period:  3  years  after  final 
payment  under  the  contract.  32  CFR 

7.109-2.  ASPR  7-109.2 

1.6  Subcontractors  with  subcontracts  on 
other  than  a  firm  fixed-price  basis 
under  'fixed-price  prime  contracts 
providing  for  prospective  periodic 
price  redetermination  at  stated  in¬ 
tervals. 

Must  agree  to  maintain  books,  records, 
documents,  and  other  evidence,  sufficient 
to  refiect  properly  all  direct  and  indirect 
costs  of  whatever  nature  claimed  to  have 
been  incurred  and  anticipated  to  be  in¬ 
curred  for  the  performance  of  the  sub¬ 
contract.  Also,  must  agree  to  insert  in 
each  of  its  subcontracts  placed  on  other 
than  a  firm  fixed-price  basis  a  provision 
requiring  its  subcontractor  (i)  to  main¬ 
tain  similar  cost  data  on  performance 
of  the  subcontract,  and  (ii)  to  insert  a 
similar  provision  in  all  its  subcontracts 
placed  on  other  than  a  firm  fixed-price 
basis. 

Retention  period:  3  years  after  final 
payment  under  the  subcontract.  32  CFR 

7.109-2.  ASPR  7-109.2 

1.7  Subcontractors  with  subcontracts 
(excluding  firm  fixed-price  subcon¬ 
tracts  not  in  excess  of  $2,500  and 
subcontracts  for  utility  services  at 
rates  established  for  uniform  applica¬ 
tion  to  the  general  public)  under 
fixed-price  prime  contracts  providing 
for  prospective  periodic  price  rede¬ 
termination  at  stated  intervals. 

Must  agree  that  the  Government  may 
examine  or  audit  its  books,  records,  doc¬ 
uments,  and  other  evidence,  pertinent  to 
the  performance  of  the  subcontract. 
Also,  if  the  subcontract  is  on  other  than 
a  firm  fixed-price  basis,  must  agree  to 
insert  a  similar  provision  in  all  its 
subcontracts. 

Retention  period:  3  years  after  final 
payment  imder  the  subcontract.  32 
CPR  7.109-2.  ASPR  7-109.2 

1.8  Contractors  with  fixed-price  prime 
contracts  providing  for  prospective 
price  redeterminations  on  request. 

Must  agree  to  maintain  books,  records, 
documents,  and  other  evidence,  sufficient 
to  reflect  properly  all  direct  and  indirect 
costs  of  whatever  nature  claimed  to  have 
been  incurred  and  anticipated  to  be  in¬ 
curred  for  performance  of  the  contract. 
Also,  must  agree  to  insert  in  each  of  its 
subcontracts  placed  on  other  than  a  firm 
fixed-price  basis  a  provision  requiring 
the  subcontractor  (i)  to  maintain  sim¬ 
ilar  cost  data  on  performance  of  the 
subcontract  and  (ii)  to  insert  a  similar 
provision  in  all  its  subcontracts  placed 
on  other  than  a  firm  fixed-price  basis. 


Retention  period:  3  years  after  final 
payment  under  the  contract.  32  CiFR 

7.109-3.  ASPR  7-109.3 

1.9  Subcontractors  with  subcontracts  on 
other  than  a  firm  fixed-price  basis 
under  fixed-price  prime  contracts 
providing  for  prospective  price  re¬ 
determinations  on  request. 

Must  agree  to  maintain  books,  records, 
documents  and  other  evidence,  sufficient 
to  reflect  properly  all  direct  and  indirect 
costs  of  whatever  nature  claimed  to  have 
been  incurred  and  anticipated  to  be  in-* 
curred  for  the  performance  of  the  sub¬ 
contract.  Also,  must  agree  to  insert  in 
each  of  its  subcontracts  placed  on  other  . 
than  a  firm  fixed-price  basis  a  provision 
requiring  its  subcontractor  (i)  to  main¬ 
tain  similar  cost  data  on  performance  of 
the  subcontract,  and  (ii)  to  insert  a 
similar  provision  in  all  its  subcontracts 
placed  on  other  than  a  firm  fixed-price 
basis. 

Retention  period:  3  years  after  final 
pasnnent  under  the  subcontract.  32  CFR 

7.109-3.  ASPR  7-109.3 

1.10  Subcontractors  with  subcontracts 
(excluding  firm  fixed-price  subcon¬ 
tracts  not  in  excess  of  $2,500  and 
subcontracts  for  utility  services  at 
rates  established  for  uniform  applica¬ 
tion  to  the  general  public)  under 
fixed-price  prime  contracts  providing 
for  prospective  price  redetermina¬ 
tions  on  request. 

Must  agree  that  the  Government  may 
examine  or  audit  its  books,  records,  docu¬ 
ments,  and  other  evidence  pertinent  to 
performance  of  the  subcontract.  Also,  if 
the  subcontract  is  on  other  than  a  finn 
fixed-price  basis,  must  agree  to  insert 
a  similar  provision  in  all  its  subcontracts. 

Retention  period:  3  years  after  final 
pasnnent  under  the  subcontract.  32  CFR 

7.109- 3.  ASPR  7-109.3 

1.11  Contractors  with  fixed-price  prime 
contracts  providing  for  retroactive 
and  prospective  price  redetermina¬ 
tion  at  a  stated  tipie  prior  to  com¬ 
pletion. 

Must  agree  to  maintain  books,  records, 
documents,  and  other  evidence,  sufficient 
to  reflect  properly  all  direct  and  indirect 
costs  of  whatever  nature  claimed  to  have 
been  incurred  and  anticipated  to  be  in¬ 
curred  for  performance  of  the  contract. 
Also,  must  agree  to  insert  in  each  of  its 
subcontracts  placed  on  other  than  a  firm 
fixed-price  basis  a  provision  requiring 
the  subcontractor  (i)  to  maintain  simi¬ 
lar  cost  data  on  performance  of  the 
subcontract  and  (ii)  to  insert  a  similar 
provision  in  all  its  subcontracts  placed 
on  other  than  a  firm  fixed-price  basis. 

Retention  period:  3  years  after  final, 
payment  under  the  contract.  32  CFR* 

7.109- 4.  ASPR  7-109.4 

1.12  Subcontractors  with  subcontracts 
on  other  than  a  firm  fixed-price  basis 
under  fixed-price  prime  contracts 
providing  for  retroactive  and  pro¬ 
spective  price  redetermination  at  a 
stated  time  prior  to  completion. 

Must  agree  to  maintain  books,  records, 
documents  and  other  evidence  sufficient 
to  reflect  properly  all  direct  and  indirect 
costs  of  whatever  nature  claimed  to  have 
been  incurred  and  anticipated  to  be  in- 
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curred  for  performance  of  the  subcon¬ 
tract.  Also,  must  agree  to  insert  in  each 
of  its  subcontracts  placed  on  other  than 
a  firm  fixed-price  basis  a  provision  re¬ 
quiring  its  subcontractor  (i)  to  maintain 
similar  cost  data  on  performance  of  the 
subcontract,  and  (ii)  to  insert  a  similar 
provision  in  all  its  subcontracts  placed 
on  other  than  a  firm  fixed-price  basis. 

Retention  period:  3  years  after  finsd 
payment  under  the  subcontract.  32  CFR 

7.109-4.  ASPR  7-109.4 

1.13  Subcontractors  with  subcontracts 
(excluding  firm  fixed-price  subcon¬ 
tracts  not  in  excess  of  $2,500  and 
subcontracts  for  utility  services  at 
rates  established  for  uniform  appli¬ 
cation  to  the  general  public)  under 
fixed-price  prime  contracts  providing 
for  retroactive  and  prospective  price 
redetermination  at  a  stated  time  prior 
to  completion. 

Must  agree  that  the  Government  may 
examine  or  audit  its  books,  records,  docu¬ 
ments,  and  other  evidence  pertinent  to 
performance  of  the  subcontract.  Also, 
if  the  subcontract  is  on  other  than  a 
firm  fixed-price  basis,  must  agree  to  in¬ 
sert  a  similar  provision  in  all  its  sub¬ 
contracts. 

Retention  period:  3  years  after  final 
payment  under  the  subcontract.  32  CFR 

7.109- 4.  ASPR  7-109.4 

1.14  Contractors  with  fixed-price  prime 
contracts  providing  for  retroactive 
and  prospective  price  redetermina¬ 
tion  including  further  prospective  re¬ 
determination  on  request. 

Must  agree  to  maintain  books,  records, 
documents  and  other  evidence,  sufiBcient 
to  reflect  properly  all  direct  and  indirect 
costs  of  whatever  nature  claimed  to  have 
been  incurred  and  anticipated  to  be  in¬ 
curred  for  performance  of  the  contract. 
Also,  must  agree  to  insert  in  each  of 
its  subcontracts  placed  on  other  than 
a  firm  fixed-price  basis  a  provision  re¬ 
quiring  its  subcontractor  (i)  to  maintain 
similar  cost  data  on  performance  of  the 
subcontract  and  (ii)  to  insert  a  similar 
provision  in  all  its  subcontracts  placed 
on  other  than  a  firm  fixed-price  basis. 

Retention  period:  3  years  after  final 
payment  imder  the  contract.  32  CFR 

7.109- 5.  ASPR  7-109.5 

1.15  Subcontractors  with  subcontracts 
on  other  than  a  firm  fixed-price  basis 
under  fixed-price  prime  contracts 
providing  for  retroactive  and  pro¬ 
spective  price  redetermination  in¬ 
cluding  further  prospective  redeter¬ 
mination  on  request. 

Must  agree  to  maintain  books,  rec¬ 
ords,  documents,  and  other  evidence 
sufficient  to  reflect  properly  all  direct 
and  indirect  costs  of  whatever  nature 
claimed  to  have  been  incurred  and  an¬ 
ticipated  to  be  incurred  for  performance 
of  the  subcontract.  Also,  must  agree  to 
insert  in  each  of  its  subcontracts  placed 
on  other  than  a  firm  fixed-price  basis 
a  provision  requiring  its  subcontractor 
(i)  to  maintain  similar  cost  data  on  per¬ 
formance  of  the  subcontract,  and  (ii) 
to  insert  a  similar  provision  in  all  its 
subcontracts  placed  on  other  than  a 
firm  fixed-price  basis. 


Retention  period:  S  years  after  final 
payment  under  the  subcontract.  32 
CFR  7.109-5.  ASPR  7-109.5 

1.16  Subcontractors  with  subcontracts 
(excluding  firm  fixed-price  subcon¬ 
tracts  not  in  excess  of  $2,500  and 
subcontracts  for  utility  services  at 
rates  established  for  uniform  appli¬ 
cation  to  the  general  public)  under 
fixed-price  prime  contracts  providing 
for  retroactive  and  prospective  price 
redetermination  including  further 
prospective  redetermination  on  re¬ 
quest. 

•  Must  agree  that  the  Government  may 
examine  or  audit  its  books,  records, 
documents,  and  other  evidence  pertinent 
to  performance  of  the  subcontract. 
Also,  if  the  subcontract  is  on  other  than 
a  firm  fixed-price  basis,  must  agree  to 
insert  a  similar  provision  hi  all  its  sub¬ 
contracts. 

Retention  period:  3  years  after  final 
payment  under  the  subcontract.  32 
CFR  7.109-5.  ASPR  7-109.5 

1.17  Contractors  with  fixed-price  prime 
contracts  providing  for  retroactive 
price  redetermination  after  comple¬ 
tion. 

Must  agree  to  maintain  books,  records, 
documents,  and  other  evidence,  sufficient 
to  reflect  properly  all  direct  and  indirect 
costs  of  whatever  nature  claimed  to  have 
been  incurred  for  the  performance  of  the 
contract.  Also,  must  agree  to  insert  in 
each  of  its  subcontracts  placed  on  other 
than  a  firm  fixed-price  basis  a  provision 
requiring  the  subcontractor  (i)  to  main¬ 
tain  similar  cost  data  on  performance  of 
the  subcontract,  and  (ii)  to  insert  a  simi¬ 
lar  provision  in  all  its  subcontracts 
placed  on  other  than  a  firm  fixed-price 
basis. 

Retention  period:  3  years  after  final 
payment  under  the  contract.  32  CFR 

7.109-6.  ASPR  7-109.6 

1.18  Subcontractors  with  subcontracts 
on  other  than  a  firm  fixed-price  basis 
under  fixed-price  prime  contracts 
providing  for  retroactive  price  rede¬ 
termination  after  completion. 

Must  agree  to  maintain  books,  records, 
documents,  and  other  evidence,  sufficient 
to  refiect  properly  all  direct  and  indirect 
costs  of  whatever  nature  claimed  to  have 
been  incurred  in  the  performance  of  the 
subcontract.  Also,  must  agree  to  insert 
in  each  of  its  subcontracts  placed  on 
other  than  a  firm  fixed-price  basis  a  pro¬ 
vision  requiring  its  subcontractor  (i)  to 
maintain  similar  cost  data  on  perform¬ 
ance  of  the  subcontract,  and  (ii)  to  in¬ 
sert  a  similar  provision  in  all  its 
subcontracts  placed  on  other  than  a  firm 
fixed-price  basis. 

Retention  period:  3  years  after  final 
payment  under  the  subcontract.  32  CFR 

7.109-6.  ASPR  7-109.6 

1.19  Subcontractors  with  subcontracts 
(excluding  firm  fixed-price  subcon¬ 
tracts  not  in  excess  of  $2,500  and 
subcontracts  for  utility  services  at 
rates  established  for  uniform  applica¬ 
tion  to  the  general  public)  under 
fixed-price  prime  contracts  provifling 
for  retroactive  price  redeterminatiyn 
after  completitm. 

Must  agree  that  the  Government  may 
examine  or  audit  its  books,  records. 


documents,  and  other  evidence  pertinent 
to  the  performance  of  the  subcontract. 
Also,  if  the  subcontract  is  on  other  than 
a  firm  fixed-price  basis,  must  agree  to 
insert  a  similar  provision  in  all  its  sub¬ 
contracts. 

Retention  period:  3  years  after  final 
pasnnent  under  the  subcontract.  32  (IFR 

7.109-6.  ASPR  7-109.6 

1.20  Contractors  with  cost  reimburse¬ 
ment  type  supply  contracts. 

A  standard  “Records”  clause  is  pro¬ 
vided.  Must  agree  to  maintain  books, 
records,  documents  and  other  evidence 
pertaining  to  the  expenses  for  which  re¬ 
imbursement  is  claimed  under  the  con¬ 
tract  and  to  make  them  available  to  any 
authorized  representatives  of  the  Mili¬ 
tary  Departments  or  the  Comptroller 
General  of  the  United  States.  Must  in¬ 
sert  a  similar  requirement  in  each  cost, 
cost-plus-fixed-fee,  time-and-material, 
or  labor-hour  subcontract  under  his  cost 
reimbursement  type  prime  contract. 

Retention  period:  3  years  after  date  of 
“completion”  voucher  or  invoice  or  until 
settlement  of  litigation,  whichever  is 
longer.  32  CFR  7.203-7.  ASPR  7-203.7 

1.21  Subcontractors  with  cmi tracts  of 
a  cost,  cost-plus-fixed-fee,  time-and- 
material,  or  labor-hour  type  under 
cost  reimbursement  type  prime 
supply  contracts. 

Must  agree  to  maintain  books,  records, 
documents,  and  other  evidence  pertain¬ 
ing  to  the  expenses  for  which  reimburse¬ 
ment  is  claimed  under  the  subcontract 
and  to  make  them  available  to  any  au¬ 
thorized  representatives  of  the  Military 
Departments  or  the  Comptroller  Genial 
of  the  United  States. 

Retention  period:  3  years  sdter  date 
of  “completion”  voucher  or  invoice  or 
until  settlement  of  litigation,  whichever 
is  longer.  32  CFR  7.203-7.  ASPR  7- 
203.7 

1.22  Subcontractors  with  subcontracts 
in  excess  of  $2,500  on  other  than 
cost,  cost-plus-fixed-fee,  time-and- 
material,  or  labor-hour  basis  (exclud¬ 
ing  subcontracts  or  purchase  orders 
for  public  utility  services  at  rates 
established  for  uniform  applicability 
to  the  general  public)  under  cost 
reimbursement  type  prime  supply 
contracts. 

Must  agree  that  the  Comptroller  Gen¬ 
eral  of  the  United  States  or  the  De¬ 
partment,  or  their  duly  authorized 
representatives,  shall  have  access  to  and 
the  right  to  examine  any  directly  per¬ 
tinent  books,  docum^ts,  papers  and 
records  involving  transactions  related  to 
the  subcontract. 

Retention  period:  3  years  after  final 
payment  under  the  subcontract.  32  CFR 
7.203-7.  ASPR  7-203.7 

1.23  Contractors  with  negotiated  fixed- 
price  research  and  development  con¬ 
tracts  in  excess  of  $2,500. 

Must  agree  that  the  Comptroller  Gen¬ 
eral  of  the  United  States  or  his  duly 
authorized  representatives  shall  have 
access  to  and  the  right  to  examine  any 
directly  pertinent  books,  documents, 
papers  and  records  involving  transac¬ 
tions  related  to  the  contract.  Must  fur¬ 
ther  agree  to  insert  a  similar  clause  in 
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each  subcontract  under  this  type  of 
prime  contract. 

Retention  period:  3  years  after  final 
pasrment  under  the  prime  contract.  32 
CPR  7.302-6.  ASPR  7-302.6 

1.24  Subcontractors  with  subcontracts 
in  excess  of  $2,500  (excluding  sub¬ 
contracts  or  purchase  orders  for  pub¬ 
lic  utility  ser\’ices  at  rates  established 
for  uniform  applicability  to  the  gen¬ 
eral  public)  under  negotiated  fixed- 
price  prime  research  and  develop¬ 
ment  contracts  in  excess  of  $2,500. 

Must  agree  that  the  Comptroller  Gen¬ 
eral  of  the  United  States  or  his  duly 
authorized  representatives  shall  have 
access  to  and  the  right  to  examine  any 
directly  pertinent  books,  documents,  pa¬ 
pers  and  records  involving  transactions 
related  to  the  subcontract. 

Retention  period:  3  years  after  final 
pasmient  imder  the  subcontract.  32  CFR 
7.302-6.  ASPR  7-302.6 

1.25  Contractors  with  cost-reimburse¬ 
ment  type  research  and  development 
contracts. 

Must  agree  to  maintain  books,  records, 
documents  and  other  evidence  pertain¬ 
ing  to  all  direct  and  indirect  costs  of 
whatever  nature  for  which  reimburse¬ 
ment  is  claimed  under  the  contract  and 
to  make  them  available  to  any  author¬ 
ized  representatives  of  the  Military  De¬ 
partments  or  the  Comptroller  General 
of  the  United  States.  Must  insert  a 
similar  requirement  in  each  cost,  cost- 
plus-fixed-fee.  time-and-material,  or 
labor-hour  subcontract  under  the  prime 
contract. 

Retention  period:  3  years  after  date 
of  “completion”  voucher  or  invoice  or 
until  settlement  of  litigation,  whichever 
is  longer.  32  CFR  7.402-7.  ASPR  7- 
402.7 

1.26  Subcontractors  with  subcontracts 
of  a  cost,  cost-plus-fixed-fee,  time- 
and-material,  or  labor-hour  type  un¬ 
der  cost-reimbursement  type  prime 
research  and  development  contracts. 

Must  agree  to  maintain  books,  records, 
documents  and  other  evidence  pertain¬ 
ing  to  all  direct  and  indirect  costs  of 
whatever  nature  for  which  reimburse¬ 
ment  is  claimed  under  the  subcontract 
and  to  make  them  available  to  any  au¬ 
thorized  representatives  of  the  Military 
Departments  or  the  Comptroller  General 
of  the  United  States. 

Retention  period:  3  years  after  date 
of  “completion”  voucher  or  invoice  or 
until  settlement  of  litigation,  whichever 
is  longer.  32  CPR  7.402-7.  ASPR  7- 
402.7 

1.27  Subcontractors  with  subcontracts 
in  excess  of  $2,500  on  other  than 
cost,  cost-plus-fixed-fee,  time  and 
material  or  labor-hour  basis  (exclud¬ 
ing  subcontracts  or  purchase  orders 
for  public  utility  services  at  rates 
established  for  uniform  applicability 
to  the  general  public)  under  cost- 
reimbursement  type  prime  research 
and  development  contracts. 

Must  agree  that  the  Comptroller  Gen¬ 
eral  or  the  Department  or  their  author¬ 
ized  representatives  shall  have  access  to 
and  the  right  to  examine  any  directly 
pertinent  books,  documents,  papers  and 


records  involving  transactions  related  to 
the  subcontract. 

Retention  period:  3  years  after  final 
pa3mient  under  the  subcontract.  32 
CFR  7.402-7.  ASPR  7-402.7 

1.28  Contractors  with  fixed  price  con¬ 
tracts  in  excess  of  $1,000  for  supplies 
or  experimental,  developmental  or 
research  work  other  than  (a)  con¬ 
struction,  alterations  or  repair  of 
buildings,  bridges,  roads,  or  other 
kinds  of  real  property  or  (b)  experi¬ 
mental,  developmental  or  research 
work  with  educational  or  nonprofit 
institutions  when  no  profit  is  contem¬ 
plated. 

Unless  otherwise  provided  for  in  his 
contract,  or.  by  applicable  statute,  the 
contractor  iii  the  standard  Termination 
Clause  of  his  contract  must  agree  to  pre¬ 
serve  and  make  available  to  the  Govern¬ 
ment  without  direct  charge  to  the 
Government  all  his  books,  records,  docu¬ 
ments  and  other  evidence  bearing  on  the 
cost  and  expenses  of  the  contractdr 
under  the  contract  and  relating  to  work 
terminated  (may  be  kept  in  microfilm  or 
other  photographic  form  to  the  extent 
approved  by  the  contracting  officer). 

Retention  period:  3  years  after  final 
settlement.  32  CPR  8.701.  ASPR  8-701 

1.29  Contractors  with  fixed  price  con¬ 
struction  contracts  amounting  to 
more  than  $1,000  (or  $5,000  in  cer¬ 
tain  cases). 

Unless  otherwise  provided  for  in  his 
contract,  or  by  applicable  statute,  the 
contractor  in  the  standard  Termination 
Clause  of  his  contract  must  agree  to  pre¬ 
serve  and  make  available  to  the  Gov¬ 
ernment,  without  direct  charge  to  the 
Government,  all  his  books,  records,  docu¬ 
ments  and  other  evidence  bearing  on  the 
cost  and  expenses  of  the  contractor 
imder  the  contract  and  relating  to  work 
terminated  (may  be  kept  in  microfilm  or 
other  photographic  form  to  the  extent 
approved  by  the  contracting  officer) . . 

Retention  period:  3  years  after  final 
settlement.  32  CFR  8.703.  ASPR  8-703 

1.30  Subcontractors  with  fixed  price 
subcontracts. 

The  standard  Termination  Clause  sug¬ 
gested  for  use  in  fixed  price  subcontracts 
contains  the  provision  that  the  subcon¬ 
tractor  agrees  to  preserve  and  make 
available  to  the  Government,  without 
direct  charge  to  the  Government,  all  his 
books,  records,  documents,  and  other  evi¬ 
dence  bearing  on  the  cost  and  expenses 
of  the  contractor  under  the  contract  and 
relating  to  work  terminated  (may  be  kept 
in  microfilm  or  other  photographic  form 
to  the  extent  approved  by  the  contracting 
officer) . 

Retention  period:  3  years  after  final 
settlement.  32  CFR  8.706.  ASPR  8-706 

1.31  Contractors  with  construction  con¬ 
tracts  in  excess  of  $2,000  (for  work 
in  continental  United  States,  Alaska, 
and  Hawaii). 

To  keep  payroll  records  showing  name 
and  address  of  each  employee,  classifica¬ 
tion,  rate  of  pay,  daily  and  weekly  num¬ 
ber  of  hours  worked,  deductions  from  pc^ 
and  actual  pay  received. 


Retention  period:  3  years  after  con¬ 
tract  work  completed.  32  CFR  12.403-1. 
ASPR  12-403.1(4) 

1.32  Contractors  with  Army,  Navy,  Air 
Force. 

To  keep  control  records  for  Govern¬ 
ment  property,  whether  furnished  to  or 
acquired  by  a  contractor  for  the  account 
of  the  Government,  to  be  designated  and 
used  as  official  contract  records  by  the 
Government,  whenever  possible.  Rec¬ 
ords  and  procedures  shall  be  reviewed 
and  approved  by  the  Contract  Adminis-' 
trator;  status  of  records  should  be  readily 
ascertained:  consolidated  property  rec¬ 
ords  may  be  maintained.  Property  rec¬ 
ords  shall  show  a  unit  price,  determined 
by  the  Government,  and  property 
amount  number  for  each  item  (summary 
stock  records  may  be  maintained  in  lieu 
of  indiviual  property  records  for  items  of 
plant  equipment  having  a  value  of  less 
than  $500  each  when  designated  by  the 
contract  administrator  in  accordance 
with  departmental  procedures) .  Records 
include  those  of  material,  special  tooling, 
plant  equipment,  real  property,  and 
scrap.  (Specific  information  <  given  in 
Code.) 

Retention  period:  Not  specified.  32 
CFR  30.2,  paragraphs  301  and  304;  32 
CFR  30.3,  paragraphs  207  and  210.  (Var¬ 
ious  regulations  of  the  Army,  Navy,  and 
Air  Force  repeat  these  requirements  as 
they  relate  to  particular  types  of  con¬ 
tracts.) 

1.33  Banks  holding  in  special  accounts 
advance  payments  to  contractors  un¬ 
der  the  terms  of  the  Armed  Services 
Procurement  Act  of  1947. 

To  kjeep  books  and  records,  memo¬ 
randa,  checks,  correspondence  or  docu¬ 
ments  pertaining  to  the  account. 

Retention  period:  6  years  after  closing  • 
of  the  account.  32  CFR  82.48-1 

1.34  Contractors  receiving  advance  pay¬ 
ments  secured  by  lien  on  supplies 
and  property  covered  by  contract. 

To  keep  adequate  accounting  control 
over  such  property  on  its  books  and 
records. 

Retention  period:  Not  specified  (impli¬ 
cation  is  that  records  need  not  be  kept 
after  lien  is  satisfied) .  32  CFR  82.48-2 

1.35  Contractors  supplying  military  and 
Federal  specification  items. 

To  keep  records  of  examination  and 
tests  performed. 

Retention  period:  As  specified  in  con¬ 
tract.  32  CFR  154.3 

2.  Department  of  the  Air  Force 

2.1  (k>ntractors  with  facilities  contracts 
(except  short-form). 

(a)  Shall  maintain  property  control 
records,  a  system  of  physical  inventory, 
and  a  system  of  identification  of  the 
facilities. 

(b)  Must  agree  to  maintain  books, 
records,  documents,  and  other  evidence 
pertaining  to  the  costs  and  expenses  of 
the  contract  and  the  use  charges  pay¬ 
able  thereunder  and  to  make  them 
available  to  any  authorized  representa¬ 
tive  of  the  Department  or  the  Comp¬ 
troller  General  of  the  United  States. 


FEDERAL  REGISTER 


2295 


Friday,  March  18,  1960 

Must  agree  further  to  insert  a  similar 
requirement  in  each  subcontract  which 
is  on  a  cost,  cost-plus-fixed-fee,  time- 
and-material,  or  labor-hour  basis  under 
the  prime  contract. 

(c)  For  construction  work  as  defined 
in  “Labor  Standards  for  Construction 
Work”  clause,  must  maintain  pasnroll 
records  for  laborers  and  mechanics  and 
make  the  records  available  for  inspec¬ 
tion  by  authorized  representatives  of  the 
Contracting  Officer  and  the  Department 
of  Labor. 

Retention  period:  Records  specified  in 
(a)  and  (b) ,  above,  3  years  after  “com¬ 
pletion”  voucher  or  invoice  or  imtil  set¬ 
tlement  of  any  litigation,  whichever  is 
longer,  32  CPR  1007.2703-2,  1007.2703-9; 
records  in  (c),  3  years  after  completion 
of  the  work,  32  CPR  1007.2704-1 

2.2  Contractors  with  contracts  relating 
to  Air  Force  equipment  upon  which 

'  work  is  to  be  performed. 

Shall  maintain  property  control  rec¬ 
ords  of  Air  Force  equipment  furnished 
for  repair  or  modification.  * 

Retention  period:  Not  specified.  32 
CPR  1007.4051 

2.3  Contractors  with  fixed-type  mainte¬ 
nance,  overhaul,  and  modification 
contracts. 

Shall  maintain  records  of  all  inspec¬ 
tion  work  and  to  make  them  available 
to  the  Government. 

Retention  Veriod:  During  perform¬ 
ance  of  contract  and  for  such  longer 
period  as  may  be  specified  in  the  con¬ 
tract.  32  CPR  1007.4503-3 

3.  Department  of  the  Army 

3.1  Reclamation  Board,  State  of  Cali¬ 
fornia,  as  operating  agency  for  the 
Big  Dry  Creek  Reservoir  and  Diver¬ 
sion,  Fresno  County  Stream  Group. 

To  keep  a  continuous  record  of  Big 
Dry  Creek  Reservoir  stage,  including 
specified  inflow,  release,  diversion,  fiow, 
and  such  other  operational  data  as  shall 
be  deemed  necessary  by  the  operating 
agency  or  as  shall  be  requested  by  the 
District  Engineer,  Corps  of  Engineers, 
Department  of  the  Army,  in  charge  of 
the  locality. 

Retention  peribd:  Not  specified.  33 
CPR  208.83 

3.2  Owners  of  private  interstate  toll 
bridges. 

To  keep  records  relating  to  construc¬ 
tion,  financing,  and  promotion  of  such 
bridge. 

Retention  period :  At  least  3  years  after 
completion  of  bridge.  33  U.S.C.  528 

3.3  States  or  municipalities  or  other 
political  subdivisions  or  public  agen¬ 
cies  thereof  taking  over  or  acquiring 
or  constructing  an  interstate  toll 
bridge. 

To  keep  an  accurate  record  of  the 
amoimt  paid  tor  acquiring  the  bridge  and 
its  approaches,  the  actual  expenditures 
for  maintaining,  repairing,  and  operating 
same,  and  of  the  daily  tolls  collected. 

Retention  period:  Not  specified.  33 
U.S.C.  529 


IV.  DEPARTMENT  OF  HEALTH, 
EDUCATION,  AND  WELFARE 

1.  Office  of  Education 

1.1  Local  educational  agencies  in  areas 
affected  by  Federal  activities  receiv¬ 
ing  Federal  grants  for  construction  of 
minimum  school  facilities. 

To  keep  all  records  supporting  claims 
for  Federal  grants. 

Retention  period:  Until  completion  of 
fiscal  audit  and/or  administrative  re¬ 
views  which  are  conducted  regularly  by . 
Federal  agencies  or  for  3  years  following 
fiscal  year  to  which  claim  relates,  which¬ 
ever  is  later,  subject  to  certain  exceptions 
therein.  45  CFR  114.30 

1.2  Local  educational  agencies  in  areas 
affected  by  Federal  activities  receiv¬ 
ing  Federal  financial  assistance  for 
current  expenditures. 

To  keep  all  records  supporting  claims 
for  Federal  grants. 

Retention  period:  Until  completion  of 
fiscal  audit  and/or  administrative  re¬ 
views  which  are  conducted  regularly  by 
Federal  agencies  or  for  3  years  following 
fiscal  year  to  which  claim  relates,  which¬ 
ever  is  later,  subject  to  certain  exceptions 
therein.  45  CPR  115.43 

1.3  State  and  local  agencies  receiving 
financial  assistance  fw  vocational 
education  in  agriculture,  distributive 
occupations,  home  economics,  and 
trades  and  industries,  including  the 
fishing  trades  and  industry,  and 
practical  nurse  training  and  area  vo¬ 
cational  educations  programs. 

To  keep  records  supporting  claims  for 
Federal  grants  or  relating  to  the  ac¬ 
countability  of  the  grantee  for  expendi¬ 
tures  of  Federal  grants  and  matching 
funds. 

Retention  period:  Until  notified  of  the 
completion  of  the  program  reviews  and 
of  the  fiscal  audit  covering  the  records. 
Records  supporting  accoimtability  for 
non-consumable  equipment  purchased 
imder  the  program  (whether  from  Fed¬ 
eral  or  matching  funds)  and  costing  $10 
or  more  shall  be  kept  until  notification 
of  the  completion  of  the  review  and 
audit  covering  the  disposition  of  such 
equipment.  45  C^FR  102.24, 103.2 

1.4  State  and  local  agencies  participat¬ 
ing  in  the  library  services  program 
under  the  Library  Services  Act. 

To  keep  such  accounts  and  supporting 
documents  as  will  permit  an  accurate 
and  expeditious  audit  of  the  program  at 
any  time. 

Retention  period:  Until  completion  of 
fiscal  audit  or  for  3  years,  whichever  is 
later.  45  CFR  130.6 

1.5  State  and  local  educational  agencies 
receiving  financial  assistance  under 
title  111  of  the  National  Defense  Edu¬ 
cation  Act  for  strengthening  science, 
mathematics  and  modem  foreign 
language  instracti<m. 

To  keep  records  supporting  claims  for, 
Federal  grants  or  relating  to  the  ac- 
ootmtability  of  the  grantee  for  expendi¬ 
tures  of  Federal  grants  and  matching 
funds. 


Retention  period:  Until  notified  of  the 
completion  of  the  program  reviews  (or 
that  records  are  not  needed  for  such 
purpose)  and  of  the  fiscal  audit  covering 
the  records  or  3  years,  whichever  is  later. ' 
Records  supporting  accountability  for 
non-consiunable  equipment  purchased 
under  the  program  for  supervision,  re¬ 
lated  services  .or  administration,  and 
costing  $10  or  more  shall  be  kept  until 
notification  of  the  completion  of  the  re¬ 
view  and  audit  covering  the  disposition 
of  such  equipment.  , 

No  such  continuing  inventory  Is  re¬ 
quired  for  equipment  acquired  under 
projects  approved  in  accordance  with 
Section  303(a)  (1)  of  the  National  De¬ 
fense  Education  Act  of  1958.  45  CFR 
141.17 

1.6  State  educational  agencies  receiving 
financial  assistance  under  section 
1009  of  the  National  Defense  Edu¬ 
cation  Act  for  improvement  of 
statistical  services. 

To  keep  records  supporting  claims  for 
Federal  grants  or  relating  to  the  ac- 
*  countability  of  the  grantee  for  expendi¬ 
tures  of  Federal  grants  and  matching 
funds. 

Retention  period:  Until  notified  of  the 
comple.tion  of  the  program  reviews  (or 
that  records  are  not  needed  for  such 
purpose)  and  of  the  fiscal  audit  covering 
the  records,  or  3  years,  whichever  is  later. 
Records  supporting  accoimtability  for 
non-consumable  equipment  purchased 
under  the  program  (whether  from  Fed¬ 
eral  or  matching  funds)  and  coding  $10 
or  more  shall  be  kept  until  notification 
of  the  ciHnpletion  of  the  review  and  audit 
covering  the  disposition  of  such  equip¬ 
ment.  45  CFR  140.7 

1.7  State  and  local  educational  agencies 
receiving  financial  assistance  for 
guiflance  and  counseling  and  testing 
programs  under  title  V  of  the  Na¬ 
tional  Defense  Education  Act. 

To  keep  recorls  supporting  claims  for 
Federal  grants  or  relating  to  the  ac- 
countability'of  the  grantee  for  expendi¬ 
tures  of  Federal  grants  and  matching 
funds.  > 

Retention  period:  Until  notified  of  the 
completion  of  the  program  reviews  (.or 
that  records  are  not  needed  for  such 
purpose)  and  of  the  fiscal  audit  covering 
the>  records  qr  3  years,  whichever  is 
later.  Records  supporting  accoimtabil¬ 
ity  for  jtion-consumable  equipment  pur¬ 
chased  under  the  program  (whether 
from  Federal  or  matching  funds)  and 
costing  $10  or  more  shall  be  kept  until 
notification  of  the  completion  or  the  re¬ 
view  and  audit  covering  the  disposition 
of  such  equipment.  45  CFR  143.17 

1.8  Private  nonprofit  elementary  and 
secondary  schools  receiving  lf>ans 
under  title  Ill  of  the  National  De¬ 
fense  Education  Act  for  acquisition  of 
equipment  for  strengthening  science, 
mathematics,  and  modem  foreign 
language  instraction. 

To  keep  all  records  supporting  the  use 
of  loan  funds  accessible  and  intact. 

Retention  period:  Until  the  loan  has 
been  paid  in  full  or  until  3  years  after 
receipt  of  loan  funds,  whichever  is  later. 
45  CFR  142.14 
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RULES  AND  REGULATIONS 


2.  Food  and  Drug  Administration 

2.1  Persons  introducing  shipment  or  de> 
livery  of  unlabeled  food  into  inter- 
state  commerce  and  operators  of 
establishmenU  processing,  labeling, 
and  repacking. 

Persons  shipping  unlabeled  food  inter¬ 
state  and  operators  of  establishments 
processing,  labeling,  or  repacking  such 
food,  where  such  persons  and  such 
operator  are  not  the  same  person,  shall 
keep  written  agreements  containing 
such  specifications  as  will  insure  that 
such  food  will  not  be  adiUterated  or 
misbranded  upon  completion  of  such 
processing,  labeling,  or  repacking. 

Retention  period:  2  years  after  final 
shipment  or  delivery  of  such  food  from 
such  establishment.  21  CFR  1.13 

2.2  Persons  introducing  shipment  or  de¬ 
livery  of  unlabeled  drugs  and  devices 
into  interstate  commerce  and  opera¬ 
tors  of  establishments  processing, 
labeling,  and  repacking. 

Persons  shipping  unlabeled  drugs 
and  devices  into  interstate  commerce 
and  operators  of  establishments  proc¬ 
essing,  labeling,  or  repacking  such  drugs 
and  devices,  where  such  persons  and 
such  operator  are  not  the  same  person, 
shall  keep  written  agreements  contain¬ 
ing  such  q^ecifications  as  will  insure 
that  such  drugs  or  devices  will  not  be 
adulterated  or  misbranded  upon  com¬ 
pletion  of  such  processing,  labeling,  or 
repacking. 

'  Retention  period:  2  years  after  final 
shipment  or  delivery  of  such  drugs  or 
devices  from  such  establishment.  21 
CFR  1.107 

2.3  Persons  introducing  shipment  or 
delivery  of  unlabeled  cosmetics  into 
interstate  commerce  and  operators 
of  establishments  processing,  label¬ 
ing,  and  repacking. 

Persons  shipping  unlabeled  cosmetics 
interstate  and  operators  of  establish¬ 
ments  processing,  labeling,  or  repacking 
such  cosmetics,  where  such  persons  and 
such  operator  are  not  the  same  person 
shall  keep  written  agreements  contain¬ 
ing  such  specifications  as  will  insure 
that  such  cosmetics  will  not  be  adulter¬ 
ated  or  misbranded  upon  completion  of 
such  processing,  labeling,  or  repacking. 

Retention  period:  2  years  after  final 
shipment  or  delivery  of  such  cosmetics 
from  such  establishment.  21  CFR  1.204 

2.4  Coal-tar  color  distributors  or  manu¬ 
facturers  to  whom  certificates  have 
been  issued  by  the  Food  and  Drug 
Administration. 

Coal-tar  color  distributors  or  manu¬ 
facturers  to  whom  certificates  have  been 
issued  by  the  Food  and  Drug  Adminis¬ 
tration  shall  keep  complete  records  of 
disposal  of  all  coal-tar  color  from  the 
batch  covered  by  each  certificate. 

Retention  period:  At  least  2  yearsafter 
disposal  of  all  such  color.  21  CFR  9.9 

2.5  Packers  of  processed  shrimp  and 
canned  oysters  operating  under  the 
seafood  inspection  service.  ^ 

Packers  of  processed  shrimp  and 
canned  oysters  operating  under  the  sea¬ 
food  inspection  service  shall  keep  ship¬ 


ping  records  covering  shipments  from 
each  lot  of  inspected  seafood. 

Retention  period:  At  least  2  years.  21 
CFR  85.9, 85.24 

2.6  New  drug  distributors  and  importers 
for  investigational  use. 

Persons  shipping  new  drugs  interstate, 
and  persons  importing  new  drugs,  for 
investigational  use  shall  keep  (1)  state¬ 
ment  by  expert  that  he  has  adequate 
facilities  for  the  investigation  and  that 
the  drug  will  be  used  by  or  under  his 
direction,  and  (2)  complete  records  of 
each  shipment  and  delivery. 

Retention  period:  2  years  (a)  after  a 
new-drug  application  becomes  effective 
for  such  drug;  (b)  after  shipment  and 
delivery  of  such  drug  for  investigational 
use  is  discontinued  if  an  application  does 
not  become  effective;  or  (c)  after  dis¬ 
position  by  importer  of  all  lots  of  such 
drug  to  which  such  statements  and  rec¬ 
ords  relate  if  an  application  does  not 
become  effective.  21  CFR  130.3 

2.7  Persons  introducing  shipment  or  de¬ 
livery  of  antibiotic  drugs  into  inter¬ 
state  commerce  and  operators  of 
establishments  processing,  labeling, 
storing,  repacking,  and  remanufac- 
turing. 

Persons  shipping  antibiotic  drugs  in¬ 
terstate  for  processing,  labeling,  storing, 
repacking,  and  remanufacturing,  and 
operators  of  such  establishments, 
whether  or  not  the  shipper,  shall  keep 
complete  records  of  all  shipments  and 
deliveries  of  each  batch  or  part  thereof. 

Retention  period:  3  years  from  date 
of  shipment  or  delivery  and/or  receipt 
of  same  (photostatic  or  other  permanent 
records  may  be  used  as  substitutes  after 
the  first  2  years,  21  CFR  146.1).  21  CFR 
146.18-146.22 

2.8  Antibiotic  drug  distributors  and 
importers  for  investigational  use. 

Persons  shipping  antibiotic  drugs  in¬ 
terstate.  and  persons  importing  anti¬ 
biotic  dnigs,  for  investigational  use,  shall 
keep  (1)  statement  by  expert  that  he  has 
adequate  iacilities  for  the  investigation 
and  that  the  drug  will  be  used  by  or 
under  his  direction,  and  (2)  complete 
records  of  each  shipment  or  delivery. 

Retention  period:  3  years  from  date  of 
shipment  or  delivery  (photostatic  or 
other  permanent  records  may  be  used  as 
substitutes  after  the  first  2  years,  21  CFR 
146.1).  21  CFR  146.23 

2.9  Insulin  distributors  to  wbom  certi¬ 
fications  bave  been  issued  by  tbe 
Food  and  Drug  Administration. 

Insulin  distributors  to  whom  certifi¬ 
cations  have  been  issued  by  the  Food 
and  Drug  Administration  shall  keep 
records  of  shipments  and  deliveries. 

Retention  period:  2  years  after  dis¬ 
posal  of  all  the  batch  covered  by  t^e  cer¬ 
tificate.  21  CFR  164.8 

2.10  Dairy  farms  and  plants  at  wbicb 
any  milk  or  cream  is  pasteurized  for 
shipment  or  transportation  into  the 
United  States. 

Dairy  farms  and  plants  at  which  any 
milk  or  cream  is  pasteurized  for  ship¬ 
ment  or  transportation  into  the  United 
States  shall  keep  all  thermograph  charts. 


Retention  period:  2  years,  unless 
within  that  period  the  charts  are  exam¬ 
ined  and  released  by  authorized  agent  of 
the  Secretary.  21  CFR  290.17 

3.  Public  Health  Service 

3.1  State  health  authorities  and  coop¬ 
erating  agencies  using  grant  fun^ 
for  training  under  section  314  of  the 
Pubbe  Health  Service  Act. 

To  maintain  records  of  authorized  per¬ 
sonnel  training  for  health  work  imder 
Federal  grants  provided  under  section 
314  of  the  Public  Health  Service  Act  for 
purpose  of  audit  for  compliance  with 
Public  Health  Service  standards,  and 
have  accessible  the  available  records, 
documents,,  and  information  pertinent 
to  the  audit  of  activities  and  programs 
described  in  the  plan  of  the  cooperating 
agency. 

Retention  period:  Not  specified.*  42 
CFR  51.11,  51.15 

3.2  State  health  authorities  and  coop¬ 
erating  agencies  using  grant  funds 
for  training  under  section  314  of  the 
PuUic  Health  Service  Act. 

To  maintain  a  separate  and  distinct 
fund  account  for  each  Public  Health 
Service  grant  authorized  imder  section 
314  of  the  Public  Health  Service  Act. 

Retention  period;  *  Not  specified.  42 
CFR  51.13  ^ 

3.3  Applicants  receiving  Federal  funds 
for  hospital  and  medical  facilities 
survey  and  construction  projects. 

Applicants  and  contractors  to  main¬ 
tain  payroll  records  and  kickback  state¬ 
ments  for  all  laborers  and  mechanics 
working  at  the  site. 

Retention  period:  3  years  after  com¬ 
pletion  of  the  contract.  42  CFR  53.127 

3.4  Applicants  receiving  Federal  funds 
for  hospital  and  medical  facilities 
survey  and  construction  projects. 

To  be  required  by  the  State  agencies  to 
establish  and  maintain  adequate  ac¬ 
counting  and  fiscal  records  refiecting  the 
receipt  and  expenditure  of  funds  allotted 
and  paid  for  construction  of  hospitals 
and  medical  facilities  under  the  Public 
Health  Service  Act. 

Retention  period:  Not  specified.  42 
CFR  53.129 


*  All  records  suppcHtlng  claims  for  Federal 
grants,  or  relating  to  the  accountability  of 
the  State  or  other  grantee  agency  for  ex¬ 
penditures  of  Federal  grants — and,  where  re¬ 
quired,  of  matching  funds — ^must  be  kept 
intact  until  the  completion  of  the  fiscal 
audit  and/or  such  other  reviews  as  are  regu¬ 
larly  conducted  by  the  Federal  agencies,  or 
for  three  years.  Whichever  is  later.  The  rec¬ 
ords  involved  in  any  claims  or  expenditures 
which  have  been  questioned  should  be  fur¬ 
ther  maintained  \intil  necessary  adjust¬ 
ments  have  been  made  and  the  adjustments 
have  been  reviewed  and  cleared  by  the  Fed¬ 
eral  agencies.  The  Department  of  Health, 
Education,  and  Welfare  does  not  require  that 
records  be  maintained  beyond  this  period 
unless,  under  special  circumstances,  the 
grantee  agency  is  specifically  advised  that 
certain  record  materials  should  be  retained 
until  specific  questions  are  settled.  It  is  rec¬ 
ognized  that  a  State  or  locality,  by  law  or 
regiilation,  may  make  additional  require¬ 
ments.  (PHS-CB  Health  Grants  Manual — 
Part  17-1 .80) 
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3.5  State  agencies  receiving  Federal 
funds  for  hospital  and  medical  facili¬ 
ties  survey  and  construction  projects. 

To  maintain  accounts  of  all  Federal 
and  State  funds  allotted  for  construction 
projects  reflecting  the  funds  allotted, 
encumbered,  and  unencumbered  bal> 
ances,  including  separate  fund  accounts 
for  identifying  the  Federal  and  State 
funds. 

Retention  period:  Not  specified.  42 
CFR  53.129 

3.6  State  agencies  receiving  Federal 
funds  for  applicants  for  construction 
project  grants  or,  for  the  State  itself, 
as  an  applicant. 

To  keep  adequate  records  of  accounts 
and  fiscal  controls  to  assure  proper 
accounting  of  all  funds  received  and 
disbursed,  including  similar  suitable  ac¬ 
counts  to  show  the  receipt  and  disburse¬ 
ment  of  State,  local  or  other  funds  used 
for  matching  purposes. 

Retention  period:  Not  specifled.  42 
CFR  53.129 

3.7  Institutions  receiving  grants  for  con¬ 
struction  of  research  facilities. 

To  maintain  such  fiscal  or  other  rec¬ 
ords  and  furnish  such  progress  or  other 
reports  relating  to  the  construction  as 
may  be  directed  by  the  Surgeon  General. 

Retention  period:  Not  specifled.  42 
CFR  57.8 

3.8  Schools  of  public  health  receiving 
grants  for  provision  of  public  health 
training. 

To  maintain,  accessible  for  purpose  of 
audit,  records,  documents,  and  informa¬ 
tion  that  relate  to  the  grants. 

Retention  period:  Until  completion  of 
the  fiscal  audit  and  resolution  of  all 
questions  arising  therefrom.  42  CFR 

58.9 

3.9  Institutions  receiving  Federal  grants 
for  National  Institutes  of  Health 
training. 

To  make  available  for  audit  or  other 
reasonable  inspection  the  fiscal  and  other 
records  of  the  institution  relating  to  the 
training  for  which  a  grant  is  awarded. 

Retention  period:  Not  specifled.  42 
CFR  64.4 

3.10  Licensed  domestic  and  foreign 
manufacturing  establishments  of 
biologic  products  or  trivalent  organic 
arsenicals. 

To  keep  records,  with  dates  of  the 
various  steps  in  the  manufacture,  testing, 
disposition,  and  distribution  of  each  lot; 
complete  records  of  recall  from  distribu¬ 
tion;  sterilization  records,  including  date, 
duration  and  temperature  of  each  sterili¬ 
zation;  animal  necropsy  records;  records 
clearly  indicating  degree  of  responsibility 
for  establishments  participating  in  man¬ 
ufacture,  and  reference  samples  of  each 
lot. 

Representatives  of  licensed  foreign  es¬ 
tablishments  distributing  biologic  prod¬ 
ucts  or  trivalent  organic  arsenicals  into 
any  State  or  possession  of  the  United 
States.  To  keep  such  records  of  distri¬ 
bution  as  are  required  of  domestic 
licensed  establishments. 

Retention  period:  For  production,  test¬ 
ing,  disposition,  and  distribution,  an 
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interval  beyond  the  expiration  date  suffi¬ 
cient  to  permit  the  return  of  any  clinical 
report  of  unfavorable  reaction  with  a 
minimum  of  6  months  and  a  maximum 
of  5  years  considered  adequate;  for  dis¬ 
tribution  records,  in  any  event,  as  long 
as  the  lot  remains  the  property  of  the 
manufacturer.  42  CFR  73.21,  73.36 

3.11  Licensed  manufacturing  establish¬ 
ments  processing  whole  blood 
(human). 

To  maintain  records  of  all  aspects  of 
the  processing. 

Retention  period:  Not  specifled.  42 
CFR  73.304 

4.  Social  Security  Administration 

Bureau  of  Federal  Credit  Unions 

4.1  Treasurers  of  Federal  Credit  Unions.  ^ 

To  keep  copies  of  the  Supervision  Fee 
Certificates. 

Retention  period:  Permanent.  45 
CFR  301.6 

4.2  Federal  Credit  Unions. 

To  keep  accounting  records  as  pre¬ 
scribed  in  45  CFR  301.14. 

Retention  period:  Not  specifled.*  45 
CFR  301.14 

4.3  Federal  Credit  Unions  voluntarily 
liquidated. 

To  keep  settled  passbooks  of  members 
along  with  the  books  and  records  of  the 
credit  unions  as  are  necessary  to  estab¬ 
lish  that  creditors  were  paid  and  that 
members'  shareholdings  were  equitably 
distributed. 

Retention  period:  5  years  following 
date  of  cancellation  of  the  Charter.  45 
CFR  310.11, 310.13 

4.4  Federal  Credit  Unions  liquidated. 

All  records  of  the  liquidated  credit 
union  necessary  to  establish  that  credi¬ 
tors  were  paid  and  that  members’  share¬ 
holdings  were  equitably  distributed  shall 
be  retained  by  a  custodian  appointed  by 
the  board  of  directors  of  said  Federal 
credit  union. 

Retention  period:  5  years  following 
the  date  of  cancellation  of  the  charter. 
45  CFR  310.13 

Bureau  of  Old-Age  and  Survivors  Insurance 

4.5  States  under  agreement  for  special 
coverage  of  State  and  local  govern¬ 
ment  employees. 

To  keep  or  cause  to  be  kept  (by  politi¬ 
cal  subdivisions  thereof)  accurate  rec¬ 
ords  of  all  remuneration  paid  employees 
in  coverage  groups,  containing  data 
relating  to  employee  identiflcation,  pay¬ 
ments  made,  withholdings  and  collec¬ 
tions,  and  details  of  adjustment  or  settle¬ 
ment,  necessary  explanations,  a  complete 
and  detailed  record  respecting  any  con¬ 
tribution  or  interest  against  which  a 
refund  or  credit  is  claimed,  and,  as  a 
part  of  these  records,  copies  of  returns, 
reports,  schedules,  and  statements  re¬ 
quired  to  be  kept  imder  these  regula¬ 
tions  or  by  instructions  applicable  to  any 
form  prescribed  thereunder. 

Retention  period:  For  records  relating 
to  claims,  at  least  4  years  after  claim  is 


•  See  Accounting  Manual  for  Federal  Credit 
Unions  (October  1954),  pp.  109-111. 
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flled;  for  others,  at  least  4  years  after 
due  date  or  date  of  pasonent  of  related 
contribution,  whichever  is  later.  20  CFR 
404.1254,  404.1256 

V.  DEPARTMENT  OF  THE 
INTERIOR 

T.  Office  of  the  Secretary 

1.1  Permittees  filming  motion  pictures 
on  any  area  under  the  jurisdiction  of 
the  Department  of  the  Interior. 

To  furnish  upon  request  for  admin¬ 
istrative  use  a  print  of  the  fllm  foot¬ 
age  taken  pursuant  to  the  permission 
granted. 

Retention  period:  3  years  from  date 
permission  is  granted.  43  CFR  5.1 

2.  Fish  and  Wildlife  Service 

2.1  Operators  of  commercial  picking 
establishments,  cold  storage  or  locker 
plants  receiving,  possessing,  or  hav¬ 
ing  custody  of  migratory  game  birds. 

To  maintain  accurate  records  showing 
the  numbers  and  kinds  of  such  birds, 
dates  received  and  disposed  of,  and  the 
names  and  addresses  of  the  persons  from 
whom  received  and  to  whom  delivered. 

Retention  period:  1  year  following  the 
close  of  the  open  season  on  migratory 
game  birds.  50  CFR  6.9 

2.2  Persons  exercising  privileges  under 
permits  granted  under  Migratory 
Bird  Treaty  Act  regulations. 

To  keep  records  and  make  reports  as 
specifled  in  the  permits  issued  by  the 
Fish  and  Wildlife  Service  for  the  impor¬ 
tation,  taking,  sale,  purchase,  or  other 
acquisition,  and  possession  of  live  mi¬ 
gratory  birds  and  their  eggs  for  propa¬ 
gating  purposes;  for  the  importation, 
taking,  sale,  purchase,  or  other  acquisi¬ 
tion,  and  possession  of  migratory  birds 
and  their  eggs,  nests  or  parts  for  scien- 
tiflc  and  other  limited  purposes;  for  the 
disposition  and  transportation  of  such 
birds,  eggs,  nests,  parts  and  their  in¬ 
crease;  and  for  the  mounting  or  other 
preparation  by  a  taxidermist  of  such 
birds,  eggs,  or  nests. 

Retention  period:  6  months  following 
the  date  on  which  necessary  reports  are 
submitted.  50  CFR  6.15  (retention:  6.23) 

2.3  Persons  exercising  privileges  under 
permits  to  kill,  frighten,  or  herd 
migratory  birds  injuring  crops. 

To  keep  an  accurate  record  of  all 
migratory  birds  killed  and  submit  a  re¬ 
port  stating  the  species  and  number  of 
migratory  birds  killed  by  the  permittee. 

Retention  period:  6  months  following 
the  date  on  which  necessary  reports  are 
submitted.  50  CFR  6.61  (retention:  6.23) 

2.4  California  State  Agricultural  Com¬ 
missioner  authorial  to  kill  or  to 
have  killed  certain  birds  economi¬ 
cally  injurious. 

To  keep  a  record  of  the  persons  au¬ 
thorized  by  him  to  kill  such  birds  and  of 
the  number  of  birds  killed  by  each  person 
so  authorized,  as  well  as  by  himself,  and 
to  make  a  report  thereof. 

Retention  period:  6  months  following 
the  date  on  which  necessary  reports  are 
submitted.  50  CFR  6.63  (retention:  6.23) 
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2^  Person*  authorized  to  kill  depredat¬ 
ing  purple  gallinules  in  Louisiana. 

To  maintain  record  of  the  number  of 
birds  killed  by  him  and  submit  a  report 
thereon. 

Retention  period:  6  months  following 
the  date  on  which  necessary  reports  are 
submitted.  50CFR6.64  (retention:  6.23) 

2.6  State  fi»>h  and  game  departments 
conducting  wildlife  restoration  proj¬ 
ects  with  Federal  aid. 

To  keep  or  direct  the  keeping  of  sepa¬ 
rate  project  records  of  cost  of  lands  ac¬ 
quired,  improvements,  construction, 
overhead  and  maintenance  done  by  or  on 
behalf  of  the  State. 

Retention  period:  3  years  following 
notification  of  acceptability  of  project 
claims  and  accomplishments.  50  CTR 
41.50,41.54 

2.7  Licensees  on  whale  catchers  and 
factory  ships,  and  at  land  stations. 

To  maintain  records  of  detailed  in¬ 
formation  of  the  killing,  capturing,  and 
delivery  of  whales  and  a  detailed  record 
of  whales  received  and  processed. 

Retention  period:  6  months  following 
the  calendar  year  to  which  the  records 
apply.  50  CFR  151.30,  151.31,  151.32 
(retention:  151.34) 

2.8  Loan  applicants  of  the  fisheries 
loan  fund. 

To  maintain  books  of  account  and 
submit  periodic  reports  as  required  by 
the  Secretary  of  the  Interior. 

Retention  period:  End  of  loan  period. 
50  CFR  160.12 

3.  Geological  Survey 

8.1  Coal-mine  lessees  (federally  owned 
lands). 

To  keep  records  of  all  coal  mined,  sold, 
or  otherwise  disposed  of.  Records  of 
correct  daily  weights  or  biweekly  meas¬ 
urements  shall  be  posted  if  the  miners 
are  paid  by  weight  or  measurement. 

Retention  period:  Not  specified.  30 
CFR  211.15 

3.2  Oil  and  gas  lessees  (federally  owned 
and  restricted  Indian  lands). 

To  keep  accurate  and  complete  records 
of  the  drilling,  redrilling,  deepening,  re¬ 
pairing,  plugging,  or  abandoning  of  oil 
wells  and  of  all  other  well  operations, 
and  of  all  alterations  to  casing. 

^tention  period:  Until  submission  of 
reports  to  Regional  Oil  and  Gas  Super¬ 
visors.  30  221.23 

3.3  Petroleum  producers  in  designated 
areas  (all  of  Louisiana  and  certain 
counties  in  Texas  and  New  Mexico). 

To  keep  records  of  inventories,  produc¬ 
tion,  consumption,  and  deliveries,  and 
gauge  tickets,  run  tickets,  and  other 
records. 

Retention  period:  After  a  period  of  not 
less  than  5  years  the  Federal  Petroleum 
Board  may,  upon  written  request  of  the 
person,  grant  permission  to  dispose  of 
the  records.  30  CFR  222.6 
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3.4  Petroleum  and  petroleum  products 
purchasers,  refiners,  storers,  ship¬ 
pers,  consignors,  casinghead  gasoline 

{ilants  and  persons  dealing  in  petro- 
eum  or  petroleum  products  as  a 
factor,  buyer,  or  seller  in  designated 
areas  (all  of  Louisiana  and  certain 
counties  in  Texas  and  New  Mexico). 

To  keep  records  of  inventories,  re¬ 
ceipts,  consumption,  deliveries,  and  oper¬ 
ations,  and  other  records. 

Retention  period:  After  a  period  of  not 
less  than  5  years  the  Federal  Petroleum 
Board  may,  upon  written  request  of  the 
person,  grant  permission  to  dispose  of 
the  records.  30  CFR  222.6 

3.5  Petroleum  and  petroleum  products 
reclamation  plants  in  designated 
areas  (all  of  Ix>uisiana  and  certain 
counties  in  Texas  and  New  Mexico). 

To  keep  records  of  inventories,  re¬ 
ceipts,  reclamation,  and  operations,  and 
other  records. 

Retention  period:  After  a  period  of  not 
less  than  5  years  the  Federal  Petroleum 
Board  may,  upon  written  request  of  the 
person,  grant  permission  to  dispose  of 
the  records.  30  CFR  222.6 

3.6  Petroleum  and  petroleum  products 
pipelines  in  designated  areas  (all  of 
Louisiana  and  certain  counties  in 
Texas  and  New  Mexico). 

To  keep  records  of  inventories,  re¬ 
ceipts,  locations,  diversions,  and  ship¬ 
ping,  and  other  records. 

Retention  period:  After  a  period  of  not 
less  than  5  years  the  Federal  Petroleum 
Board  may,  upon  written  request  of  the 
person,  grant  permission  to  dispose  of 
the  records.  30  CFR  222.6 

3.7  Petroleum  and  petroleum  products 
transporting  agencies  in  designated 
areas  (all  of  Louisiana  and  certain 
counties  in  Texas  and  New  Mexico). 

To  keep  records  of  shipments,  diver¬ 
sions,  and  shipping,  and  other  records. 

Retention  period:  After  a  period  of  not 
less  than  5  years  the  Federal  Petroleum 
Board  may,  upon  written  request  of  the 
person,  grant  permission  to  dispose  of 
the  records.  30  CFR  222.6 

3.8  Mineral  lessees,  potash,  sodium  and 
other  minerals  (federally  owned 
lands). 

To  keep  books  of  a  correct  account  of 
all  ore  mined,  put  through  the  mill,  of 
all  ore  and  mineral  products  sold  and  to 
whom  sold,  the  weight,  assay  value,  mois¬ 
ture  content,  prices  received,  and  per¬ 
centage  of  mineral  products  recovered 
or  lost. 

Retention  period:  Not  specified.  30 
CFR  231.26 

3.9  Oil  and  gas  and  sulphur  lessees 
(outer  Continental  Shelf). 

To  keep  well  records  and  production 
records,  and  information  obtained  in  the 
course  of  well  operations. 

Retention  period:  Until  submission  of 
reports  to  Regional  Oil  and  Gas  Super¬ 
visors.  30  CFR  250.37 

4.  Bureau  of  Indian  Affairs 

4.1  Red  Lake  Fisheries  Association. 

To  keep  books  and  records  showing  all 
receipts  and  disbursements,  names  and 


addresses  of  all  persons  from  whom  fish 
are  purchased  and  to  whom  fish  are 
sold,  and  all  other  transactions. 

Retention  period:  Not  specified.  25 
CFR  89.13 

4.2  Indian  chartered  corporations,  un¬ 
incorporated  tribes  and  bands,  and 
credit  and  cooperative  associations 
from  the  United  States. 

To  keep  separate  records  and  accounts 
of  their  credit  activities  and  of  their 
cattle  loans. 

Retention  period:  Not  specified.  25 
CFR  91.7 

4.3  Indian  corporations  and  tribes. 

To  keep  separate  records  and  accounts 
of  their  cattle  loans  in  connection  with  i 

the  revolving  cattle  pool.  j 

Retention  period:  Not  specified.  25  ! 

CFR  92.9 

4.4  Secretary,  Klamath  Tribal  Loan 
Board. 

To  keep  a  complete  record  of  all  meet-  j 
ings  of  the  board.  j 

Retention  period:  Not  specified.  25  { 

CFR  93.3  i 

4.5  Klamath  Tribal  Loan  Board. 

To  keep  records  and  accounts  regard¬ 
ing  the  status  of  loans. 

Retention  period:  Not  specified.  25 
CFR  93.9 

4.6  Oil  and  gas  pipeline  operators  with 
rights-of-way  over  Indian  lands. 

To  keep  books  and  records  of  oil  pro¬ 
duced  or  run  from  the  lands. 

Retention  period:  Not  specified.  25 
CFR  161.25 

4.7  Lessees  of  tribal  lands  for  mining. 

To  keep  a  full  and  correct  account 
of  all  operations;  and  their  books  and 
records. 

Retention  period:  Not  specified.  25 
CFR  171.18 

4.8  Lessees  of  allotted  lands  for  mining. 

To  keep  a  full  and  correct  accounting 
of  all  operations  and  their  books  and 
records,  showing  manner  of  operations 
and  persons  interested,  shall  be  open  at 
all  times  for  examination  of  such  officers 
of  the  Department  as  shall  be  instructed 
in  writing  by  the  Secretary  of  the  In¬ 
terior  or  authorized  by  regulations  to 
make  such  examinations.  I 

Retention  period:  Not  specified.  25 
CFR  172.25 

4.9  Lessees  of  lands  In  Crow  Indian  Res-  ' 

ervation,  Montana,  for  mining.  j 

To  keep  books  of  account  showing  j 
amount  of  ore  shipped  or  oil  or  other 
mineral  substance  sold  or  treated,  and 
showing  amoimt  of  money  received  from 
sale  of  ores,  oil,  etc. 

Retention  period:  Not  specified.  25 
CFR  173.18 

4.10  I.>essee8  of  restricted  lands  of  mem-  j 

bers  of  Five  Civilized  Tribes,  Okla-  j 
homa,  for  mining.  ’ 

To  keep  a  full  and  correct  account  of 
all  operations;  and  their  books  and  rec-  ' 
ords. 

Retention  ^leriod:  Not  specified.  25 
CFR  174.34  -  * 
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4.11  Lessees  of  lands  in  Osage  Reserva¬ 
tion,  Oklahoma,  for  mining,  except 
oil  and  gas. 

To  keep  upon  the  leased  premises  ac¬ 
curate  records  of  the  drilling,  redrilling, 
or  deepening  of  all  holes,  showing  the 
formations;  and  books  and  records  show¬ 
ing  msuiner  of  operations  and  persons 
interested. 

Retention  period:  Not  specified.  25 
CFR  175.13 

4.12  Lessees  of  lands  under  jurisdiction 
X  of  Quapaw  Agency  for  lead  and  zinc 

mining. 


6.  IntemaHonal  Whaling  Commission 

6.1  Factory  whaling  ships  and  land  sta- 
'  tions. 

To  enter  immediately  In  a  permanent 
record  the  information  reported  by  radio 
on  whales  taken  by  whale  catchers,  as 
prescribed  in  50  CFR  351.13  (o),  and 
other  data,  as  prescribed  in  paragraph 

(d) ,  when  it  becomes  available.  _ 

Retention  period:  Permanent.  50  CFR 
351.13 

7.  Bureau  of  Mines 

7.1  Note  (supplied  by  Bureau  of 
Mines) : 
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1.3  Manufacturers  of  and  dealers  in 
gambling  devices. 

To  keep  monthly  records  of  sales  and 
deliveries  of  gambling  devices,  showing 
the  mark  and  number  identifying  each 
article  together  with  the  name  and  ad¬ 
dress  of  the  buyer  or  consignee  thereof 
and  the  name  and  address  of  the  carrier, 
and  including  duplicate  bills  and  in¬ 
voices,  in  order  that  monthly  report  may 
be  made  to  the  Attorney  General. 

Retention  period;  Not  specified.  IS 
U.S.C.  1173 

1.4  Foreign  agents. 

To  keep  books  and  records  of  political 
activities. 

Retention  period;  3  years  following 
termination  of  activity  as  agent.  Upon 
good  and  sufficient  cause  shown  in  writ¬ 
ing  to  the  Chief,  R^istration  Section, 
a  registrant  may  be  permitted  to  destroy 
books  and  records  in  support  of  the 
information  fumi^ed  in  the  registra¬ 
tion  statemmt  which  was  filed  5  or  more 
years  prior  to  the  date  of  the  applica¬ 
tion  to  destroy.  28  CFR  5.500 

2.  Office  of  Alien  Property  ' 

2.1  Persons  engaged  in  foreign  ex¬ 
change  transactions,  transfers  of 
credit,  and  export  of  coin  or  cur¬ 
rency.  ' 

To  keep  a  full  record  of  each  such 
transaction  referred  to  in  31  CFR  127.9 
and  127.10,  without  regard  to  whether 
such  transaction  is  effected  pursuant  to 
license  or  otherwise  and  may  be  required 
by  the  Secretary  of  the  Treasury  and/or 
the  Attorney  O^eral  by  means  of  regu¬ 
lations.  rulings,  instructions,  or  other¬ 
wise  to  keep  a  full  record  of  complete 
information  relative  to  any  transaction 
referred  to  in  section  5(b)  of  the  act  of 
October  6,  1917,  as  amended,  or  relative 
to  any  property  in  which  a  foreign 
country  or  national  thereof  has  an 
interest. 

Retention  period:  At  least  1  year  after 
date  of  transaction,  for  records  of  trans¬ 
actions  referred  to  in  31  CFR  127.9  and 
127.10;  not  specified  for  records  which 
may  be  required.  31  CFR  127.12 

VII.  DEPARTMENT  OF  LABOR 

1.  Office  of  the  Secretaiy 

1.1  Contractors  or  subcontractors  en¬ 
gaged  in  construction,  prosecution, 
completion,  or  repair  of  any  public 
building,  public  woric,  or  work 
financed  in  whole  or  in  part  by  loans 
or  grants  from  a  Federal  agency. 

To  keep  weekly  payroll  records  setting 
out  name  and  address  of  each  laborer 
and  mechanic,  his  correct  classification, 
raffi  of  pay,  daily  and  weekly  number  of 
hours  worked,  deductions  made,  and 
actual  wages  paid. 

Retention  period:  3  years  from  date  of 
completion  of  contract.  29  CFR  3.4,  5.5 

1.2  Employers  subject  to  labor  stand- 
anls,  provisions  applicable  to  con¬ 
tracts  covering  federally  financed 
and  assisted  construction  (See  29 
CFR  5.1). 

To  keep  pajnroU'  records  (including 
name  and  address  of  each  employee,  cor¬ 
rect  classification,  rate  of  pay,  daily  and 


To  keep  books  in  which  shall  be  a  cor¬ 
rect  account  of  all  ore  and  rock  mined  on 
the  tract,  of  all  ore  put  through  the  mill, 
etc. 

Retention  period:  Not  specified.  25 
CFR  176.24 

4.13  Lessees  of  Osage  Reservation  lands 
for  oil  and  gas  mining. 

To  keep  a  full  and  correct  siccount  of 
all  operations;  and  their  books  and  rec¬ 
ords. 

Retention  period:  Not  specified.  25 
CFR  183.44 

4.14  Lessees  of  lands  in  Wind  River  In¬ 
dian  Reservation,  Wyoming,  for  oil 
and  gas  mining. 

To  keep  a  full  and  correct  accoimt  of 
all  operations;  and  their  books  and  rec¬ 
ords,  showing  the  manner  of  operations 
and  persons  interested,  shall  be  open  at 
all  times  for  examination  by  such  officers 
of  the  Department  as  shall  be  instructed 
in  writing  by  the  Secretary  of  the  In¬ 
terior  or  authorized  by  regulations,  to 
make  such  examination. 

Retention  period:  Not  specified.  25 
CFR  184.25 

4.15  Traders  on  Navajo,  Ziini,  and  Hopi 
Reservations. 

To  keep  accurate  records  of  business 
activities.  Receipts  issued  by  the  trader 
for  Indian  products  must  be  recorded  in 
the  traders’  books. 

Retention  period:  Not  specified.  ^5 
CFR  252.7,  252.17 

5.  International  Pacific  Halibut 
Commission 

5.1  Masters  or  operators  of  vessels  hold¬ 
ing  Pacific  halibut  fisheries  license  or 
permit. 

To  keep  an  accurate  log  of  all  fishing 
operations,  including  the  date,  locality, 
amount  of  gear  used,  and  amoimt  of  hali¬ 
but  taken  daily  in  each  locality. 

Retention  period:  Not  specified.  60 
CFR  301.9 

5.2  Halibut  dealers. 

To  keep  records  of  each  purchase  or 
receipt  of  halibut,  showing  date,  locality, 
name  of  vessel,  firm  or  corporation  pur¬ 
chased  or  received  from  and  amount  in 
pounds  according  to  trade  categories  of 
the  halibut  and  other  species  landed 
therewith. 

Retention  period:  Not  specified.  50 
CFR  301.10 


Federal  Coal  Mine  Safety  Act,  Section  105 
(65  Stat.  177,  as  amended  by  66  Stat.  692, 
30  U.S.C.  455) 

Federal  Coal  Mine  Saeett  Act 

TITLE  z 

Every  owner,  lessee,  agent,  manager,  super¬ 
intendent,  or  other  person  having  control  or 
supervision  of  any  coal  mine  the  products 
of  which  reg;ularly  enter  commerce  or  the 
operations  of  which  substantially  affect  com¬ 
merce  shaU  furnish  to  the  Secretary  of  the 
Interior,  acting  through  the  United  States 
Bureau  of  Mines,  or  to  any  duly  authorized 
representative  of  such  Bureau,  upon  request, 
complete  and  correct  information  to  the  best 
of  his  knowledge  concerning  any  or  all  acci¬ 
dents  involving  bodily  injury  or  loss  of  Ufe 
which  occurred  in  such  mine  during  the-slx- 
month  period  immediately  preceding  the 
date  on  which  the  request  Is  made.  Whoever 
willfully  violates  this  section  sh^  be  fined 
not  more  than  $500. 

Retention  period:  Records  of  accidents 
involving  bodily  injury  or  loss  of  life  in 
coal  mines  should  be  retained  6  months. 

8.  National  Park  Service 

8.1  Concessioners. 

To  keep  records  of  their  employees, 
>pa3n:olls,  and  other  records  with  respect 
to  compliance  with  State  labor  standards 
(laws) . 

Retention  period:  3  years.  36  CFR 
28.7,  28.9 

VI.  DEPARTMENT  OF  JUSTICE 

1.  General 

1.1  Foreign  agents  required  to  register 
under  22  U.S.(L  611  et  seq. 

To  keep  all  books  and  records  relating 
to  any  activities  which  necessitate  regis¬ 
tration,  including  correspondence,  mem¬ 
oranda,  and  other  written  communica¬ 
tions,  with  or  on  behalf  of  foreign 
principals,  cryptographic  paraphernalia, 
names  and  addresses  of  those  designated 
to  receive  “political  propaganda,"  finan¬ 
cial  records,  etc. 

Retention  period:  3  years  after  notify¬ 
ing  Department  that  activities  requiring 
registration  are  terminated.  28  CFR 
5.500  * 

1.2  Organizations  registered  under  Sub¬ 
versive  Activities  ^ntrol  Act  of  1950. 

To  keep  bookkeeping  and  other  finan¬ 
cial  records  relating  to  registrants’ 
activities,  including  income  and  dis¬ 
bursements,  as  well  as  books  and 
records  disclosing  members,  officers,  and 
employees  of  registrant. 

Retention  period:  Not  specified.  28 
CFR  11.204 
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Retention  period:  Not  less  than  5  yean 
after  filing  of  documents.  29  CFR  415.4 

3.5  Election  officials  designated  in  the 
constitution  an(|  bylaws  of  labor  or> 
ganization  conducting  ^election  by 
secret  ballot,  or  the  secretary  of  such 
organization  if  no  other  official  is 
designated,  subject  to  the  Labor* 
Management  Reporting  and  Dis¬ 
closure  Act  of  1959. 

To  preserve  all  election  records,  in¬ 
cluding  ballots. 

Retention  period:  1  year.  29  CFR 
452.12(d). 

3.6  Officials  designated  in  the  constitu¬ 
tion  and  bylaws  or  the  secretary  of 
national  or  international  labor  or¬ 
ganization  when  no  such  official  is 
designated,  in  elections  at  conven¬ 
tions,  subject  to  the  Labor-Manage¬ 
ment  Reporting  and  Disclosure  Act 
of  1959. 

To  preserve  the  credentials  of  dele¬ 
gates  and  all  minutes  and  records  per¬ 
taining  to  election. 

Retention  period:  1  year.  29  CFR 
452.13(c) 

4,  Division  of  Public  Contracts 

4.1  Contractors  subject  to  Public  Con¬ 
tracts  Act  (contracts  with  U.S.  agen¬ 
cies  or  District  of  Columbia). 

To  keep  unexpired  certificate  of  age 
of  employee  issued  and  held  pursuant  to 
regulations  issued  by  the  Secretary  of 
Labor  under  the  Fair  Labor  Standards 
Act.  as  protection  against  employment 
of  underage  minors. 

Retention  period:  During  period  of 
employment  of  such  minors.  41  CFR 
201.105 

4.2  Contractors  subject  to  Public  Con¬ 
tracts  Act  (contracts  with  U.S.  agen¬ 
cies  or  District  of  Columbia). 

(a)  To  keep  emplosmient  records,  in¬ 
cluding  name,  address,  sex,  occupation, 
date  of  birth  of  each  employee  imder  19 
years  of  age.  certificate  of  age  (if  minor), 
wage  and  hour  records. 

Retentidn  period:  3  years  from  date  of 
last  entry.  41  CFR  201.501(d) 

(b)  To  keep  basic  employment  and 
earnings  records,  wage  rate  tables,  and 
work  time  schedules. 

Retention  period:  2  years  from  date 
of  last  entry  or  last  effective  date,  which¬ 
ever  is  later.  41  CFR  201.501(h) 

4.3  Contractors  subject  to  Public  Con¬ 
tracts  Act  (contracts  with  U.S.  agen¬ 
cies  or  District  of  Columbia). 

To  keep  records  of  injury  frequency 
rates  of  employees. 

Retention  period:  3  years  after  date  of 
entry.  41  CFR  201.502 

5.  Wage  and  Hour  Division 

5.1  State  agencies  having  agreements 
with  Secretary  of  Labor,  or  Adminis¬ 
trate  of  Wage  and  Hour  Division, 
for  utilization  of  their  services  in 
making  investigations  and  inspec¬ 
tions  under  Fair  Labor  Standards 
Act  and  Public  Contracts  Act. 

To  keep  accoimting  records  and  sup¬ 
porting  data  pertaining  to  expenditures, 
for  investigations  and  inspections. 

•  Retention  period:  Not  specified.  29 
CFR  4.86, 515.6 


weekly  niunbers  of  hours  worked,  deduc-  2.3  Employers  in  the  District  of  Colum- 
tions  made,  and  actual  wages  paid)  for  bia  subject  to  the  Longshoremen’s 

all  laborers  mechanics  working  in  "td  Harbor  Workers*  (Compensation, 

the  construction  or  development  of  cer-  Act. 

tain  projects  (stipulation  to  he  inserted  To  keep  records  in  respect  to  any  in- 
in  appropriate  contracts  by  interested  jury  to  an  employee,  including  informa- 
Federal  agency) .  tion  disease,  other  disability,  or  death. 

Retention  period:  3  years  after  ter-  Retention  period:  Not  specified.  20 
mination  of  contract.  29  CFR  3.4, 5.5  CFR  41.22 

1.3  Employers  /ubje^  to  ^Ud-labor  3  Bureau  of  Labor-Management 

provisMMis  of  the  Fan*  Labor  stand-  n  . 

ilnbAct.  Report, 

To  keep  certificates  of  age  for  em-  3.1  Every  labor  organization  subject  to 
ployed  minors  imder  18  years  of  age.  •***  ^Imr-Management  Reporting 

Retention  period:  Until  termination  *****  Dtselosure  Act  of  1959. 

of  employment  of  minor.  29  CFR  4.3  To  maintain  records  on  the  matters  re- 
_  .  „  ...  .  QUired  to  be  re^rted  which  wUl  provide 

1.4  agencies  havi^  agr^ments  suflBcient  detail  the  necessary  basic 

with  Secr<^  of  or  information  and  data  from  which  the 

Ihcir  in  miA.in(  inveoUg.-  “Ptatoed  or  clarffl^  and 

Uons  and  inspecUons.  checked  for  accuracy  and  <»mpleteness, 

and  shall  include  vouchers,'  worksheets. 
To  keep  accounting  records  and  sup-  receipts,  and  applicable  resolutions, 
por^  (^ta  pertain^  to  expenditimes  Retention  period:  Not  less  than  5 
tor  investigations  and  iiu];^tio^  years  after  filing  of  documents.  29  CFR 

Fair  Labor  Standards  Act,  and  Public  402.9 
Contracts  Act. 

Retention  period:  Not  specified.  29  3.2  Every  person  who  pursuant  to  an 

CFR  4.86,  515.6  agreement  or  arrangement  with  an 

employer  undertakes  certain  labor 
1.5.  Employers  subject  to  minimum  age  relations  services  subject  to  the 

standards  of  child  labor  provisions  of  Labor-Management  Reporting  and 

Fair  Labor  Standards  Act.  Disclosure  Act  of  1959. 

To  keep  age  certificate  (a  statement  of  To  maintain  records  on  the  matters 
a  minor’s  age  issued  under  regulations  of  required  to  be  reported  which  will  pro- 
Secretary  of  Labor)  showing  minor  to  vide  in  sufficient  detail  the  necessary 
be  above  minimum  age  requirements  for  basic  information  and  data  from  which 
emploimient  as  a  protection  from  an  un-  the  documents  filed  with  the  Secretary 
witting  violation  of  minimum  age  may  be  verified,  explained  or  clarified, 
standards.  '  and  checked  for  accuracy  and  complete- 

Retention  period:  Not  specified.  29  ness,  and  shall  include  vouchers,  work- 
CFR  4.121  sheets,  receipts,  and  applicable  resolu- 

1.6  Maritime  employers.  Retention  period:  Not  less  than  5 

To  keep  a  record  of  any  injury  to  an  years  after  filing  of  documents.  29  CFR 
employee.  406.5 

Retention  period:  Not  specified.  33  • ,  n  .  j  .  _ 

use  929  Persons  required  to  file  any  report 

under  labor  organization  trusteeship 
2.  Bureau  of  Employees*  reports  subject  to  the  Labor-Manage- 

Compensation  S*Y959.'*"^“'^  Disclosure  Act 

2*1  Physicians  md  hospitals  toting  to  maintain  records  on  the  matters 

Federal  employees  covered  by  the  required  to  be  reported  Which  will  pro- 
Employees’  Compensation  Act  of  ^j^e  in  sufficient  detail  the  necessary 
ivio,  as  amenued.  basic  information  and  data  from  which 

To  keep  records  of  all  injury  cases  the  documents  filed  with  the  Bureau  may 
treated  by  them  sufficient  to  supply  the  be  verified,  explained  or  clarified,  and 
Bureau  of  Employees*  Compensation  checked  for  accuracy  and  completeness, 
with  a  history  of  the  employee’s  accident,  and  shall  include  vouchers,  worksheets, 
the  exact  description,  nature,  location  receipts,  and  applicable  resolutions, 
and  extent  of  injury,  the  degree  of  dis-  Retention  pieriod :  Not  less  than  5  years 
ability  arising  therefrom,  the  X-ray  after  filing  of  documents.  29  CFR  408.5 

findings  if  X-ray  examination  has  been  .  .  „ 

made,  the  nature  of  the  treatment  ren-  Every  la^r  organization  with  fisral 

dered  Md  the  degree  of  disability  arising  to  m 

from  the  injury.  i.eport  subject  to  the  Labor- 

Retention  period:  Not  specified.  20  Management  Reporting  and  Dis- 

CFR2.10  closure  Act  of  1959. 

2.2  Employers  subject  to  the  provisions  maintain  records  on  the  matters 

of  the  Longshoremen’s  and  Harbor  required  to  be  reported  which  will  pro- 
'  Workers’  Compensation  Act.  vide  in  sufficient  detail*  the  necessary 

_  .  ^  ^  ^  ,  basic  information  and  data  from  which 

To  keep  records  in  respect  to  any  in-  documents  filed  with  the  Bureau  may 
Jury  to  an  employee,  including  informa-  {30  verified,  explained  or  clarified,  and 
tion  of  disease,  other  disability,  or  death,  checked  for  accuracy  and  completeness. 
Retention  period:  Not  specified.  20  and  shall  include  vouchers,  worksheets, 
CFR  31.23  receipts,  and  applicable  resolutions. 
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5.2  Employers  making  retroactive  pay¬ 
ment  of  wages  to  employees  or  in¬ 
dustrial  homeworkers  under  super¬ 
vision  of  the  Administrator. 

To  record  and  preserve,  as  an  entry  on 
payroll  or  other  pay  records,  the  amount 
of  such  payment  to  each  employee,  the 
period  covered  by  such  pasrment,  and  the 
date  of  payment;  and  preserve  a  copy  of 
the  report  of  each  such  pasrment  on  the 
receipt  form  authorized  by  the  Wage  and 
Hour  Division. 

Retention  period:  2  or  3  years.  29 
CPR  516.2,  516.21,  545.7,  681.7,  695.6  (re¬ 
tention:  516.5,  545.7,  681.8,  695.7) 

5.3  Employers  subject  to  Fair  Labor 
Standards  Act. 

To  keep  emplosrment  records  relating 
to  wages,  hours,  conditions  of  employ¬ 
ment,  etc. 

Retention  period:  3  years  for  records 
containing  employee  information,  pay¬ 
rolls,  and  certificates,  union  agreements, 
and  notices;  and  2  years  for  basic  em¬ 
ployment  and  earnings  records,  wage 
rate  tables,  work  time  schedules,  order, 
shipping  and  billing  records  (customers’ 
bills,  etc.),  records  of  deductions  from 
or  additions  to  pay.  29  CFR  516.5,  516.6 

5.4  Employers  subject  to  Fair  Labor 
Standards  Act  employing  apprentices 
in  skilled  trade  at  wages  lower  than 
minimum  wage  applicable. 

To  keep  records  relating  to  wages, 
hours,  conditions  of  employment,  etc.,  as 
well  as  designation  of  apprentices  on  the 
payroll,  and,  when  applicable,  the  ap¬ 
prenticeship  program,  apprenticeship 
agreement,  and  special  certificate  under 
which  an  apprentice  is  employed  shall 
be  retained. 

Retention  period:  3  years  from  terml- 
^nation  of  apprenticeship.  29  CFR  521.8 

5.5  Joint  apprenticeship  committees 
holding  certificates  issued  by  Admin¬ 
istrator. 

To  keep  records  of  apprenticeship  pro- 
*  gram,  apprenticeship  agreement,  and 
«>ecial  certificate  under  which  an  ap¬ 
prentice  is  employed  by  an  employer; 
the  cumulative  amount  of  work  experi¬ 
ence  gained  by  the  apprentice,  and  a  list 
of  employers  to  whom  apprentice  was 
assigned  and  period  of  time  worked  for 
each  employer. 

Retention  period :  3  years  from  date  of 
termination  of  apprenticeship.  29  CFR 
521.8 

5.6  Employers  subject  to  Fair  Labor 
Standards  Act  employing  learners 
under  special  learners  certificates. 

To  keep  payroll  records  of  learners; 
statements  obtained  from  learners  em¬ 
ployed  under  special  learners  certificates 
of  experience  acquired  in  the  industry  in 
the  3  years  prior  to  employment  as  a 
learner;  and  to  maintain  file  of  all  evi¬ 
dence  and  records,  including  correspond¬ 
ence,  pertaining  to  filing  or  cancellation 
of  job  orders  (in  addition  to  require¬ 
ments  of  29  CFR  Part  516). 

Retention  period:  At  least  3  years 
from  last  effective  date  of  the  certificate. 
29  CFR  522.7 


5.7  Independent  telephone  industry  ex¬ 
changes  authorize,  to  employ  learn¬ 
ers. 

To  keep  pasrroll  records  of  learners 
and  occupation  in  which  each  learner  is 
employed.  _ 

Retention  period:  3  years.  29  CFR 
522.70  (retention:  522.7) 

5.8  Employers  subject  to  Fair  Labor 
Standards  Act. 

To  keep  a  copy  of  special  certification 
authmizing  employment  of  workers 
whose  earning  capacity  is  impaired  by 
physical  or  mental  deficiencies  at  wages 
lower  than  the  minimum  wages  applica¬ 
ble  under  Fair  Labor  Standards  Act  with 
emplosonent  record.  _ 

Retention  period:  3  years.  29  CFR 
524.10  (retention:  516.5) 

5.9  Sheltered  workshops  (as  defined  in 
29  CFR  525.1). 

To  keep  records  of  the  nature  of 
each  client’s  handicap,  and  records  re- 
quired  under  applicable  provisions  of  29 
CFR  Part  516. 

Retention  period:  Not  specified.  29 
CTR  525.10 

5.10  Educational  institutions  employing 
student-workers  as  learners  at  sub- 
minimum  wage  rates. 

To  keep  pa3n*oll  records  showing  rate 
of  pay,  including  a  copy  of  any  special 
certificate  issued. 

Retention  period:  At  least  3  years  from 
the  last  effective  date  of  the  certificate. 
29  CPR  527.7 

5.11  Homeworkers  and  employers  in  the 
women’s  apparel  industry,  the  jewelry 
manufacturing  industry,  the  knitted 
outerwear  industry,  the  gloves  and 
mittens  industry,  the  button  and 
buckle  manufacturing  industry,  the 
handkerchief  manufacturing  indus¬ 
try,  and  the  embroideries  industry. 

To  maintain  a  copy  of  each  certificate 
authorizing  employment  of  industrial 
homeworkers  in  the  above  industries  on 
file  in  the  same  place  at  which  the 
worker’s  employment  records  are  main¬ 
tained. 

Retention  period:  Not  specified.  29 
CPR  530.8 

5.12  Employers  of  industrial  home¬ 
workers  in  the  women’s  apparel  in¬ 
dustry,  the  jewelry  manufacturing 
industry,  the  knitted  outerwear  in¬ 
dustry,  the  gloves  and  mittens  indus¬ 
try,  the  button  and  buckle  manufac¬ 
turing  industry,  the  handkerchief 
manufacturing  industry,  and  the 
embroideries  industry. 

To  keep  emplosonent  records  required 
by  29  CPR  Part  516. 

Retention  period:  Not  specified.  29 
CPR  530.9 

5.13  Employers  of  industrial  home¬ 

workers  engaged  in  making  hand- 
fashimied  jewelry  on  the  Navajo, 
Pueblo,  and  Hopi  Indian  Reserva¬ 
tions.  , 

To  keep  records,  including  name,  ad¬ 
dress,  and  date  of  birth  of  the  home¬ 
worker.  if  under  19  years  of  age, 
description  of  work  performed,  amount 
and  date  of  cash  payments  for  each  pay 
period,  and  a  schedule  of  piece  rates 
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paid,  and  all  other  records  required  by 
Part  516. 

Retention  period:  Not  specified.  29 
CPR  Part  530.12(b) 

5.14  Employers  of  homeworkers  in  the 
fabric  and  leather  glove  industry ;  the 
handkerchief,  square  scarf,  and  art 
linen  industry;  the  children’s  dress 
and  related  products  industry;  the 
women’s  and  children’s  underwear 
and  women’s  blouse  and  neckwear 
industry;  the  needlework  and  fabri¬ 
cated  textile  products  industry;  and 

.  the  sweater  and  knit  swimwear  in¬ 
dustry  in  Puerto  Rico. 

To  keep  records  including  name  and 
address  of  firms  outside  Puerto  Rico  from 
whom  goods  upon  which  work  to  be  done 
are  received;  name  and  address  of  sub¬ 
contractors,  if  any,  to  whom  each  lot 
delivered  or  delivery  to  homeworkers, 
and  Labor  Department  permit  number; 
dates  goods  delivered  to  and  received 
from  subcontractor,  with  description  of 
goods  and  rate  of  commission;  name, 
address,  age  (if  under  19)  of  homework¬ 
er;  style  number,  description,  amount  of 
goods  delivered,  rates,  etc.;  date  home¬ 
worker  paid.  _ 

Retention  period:  3  years.  29  CFR 
545.7,  545.8 

5.15  Employers  of  homeworkers  in  the 
.fabric  and  leather  glove  industry; 
the  handkerchief,  square  scarf,  and 
art  linen  industry;  the  children’s 
dress  and  related  products  industry; 
the  women’s  and  children’s  under¬ 
wear  and  women’s  blouse  and  neck¬ 
wear  industry;  the  needleworii  and 
fabricated  textile  products  industry; 
and  the  sweater  and  knit  swimwear 
industry  in  Puerto  Rico. 

To  keep  handbook  furnished  to  ^- 
ployers  by  Wage  and  Hour  Division,  in 
which  employer  enters  dates  on  which 
goods  delivered  to  and  received  from  (or 
purchased  from)  homeworker;  style 
number;  description,  amoimt  of  goods, 
rates,  etc.;  date  homeworker  paid;  signa¬ 
ture  of  person  acting  for  emiiloyer. 

Retention  period:  2  ye'ars  subsequent 
to  date  of  last  entry.  29  CFR  545.7, 
545.8 

5.16  Employers  of  homeworkers  In  the 
fabric  and  leather  glove  industry ;  the 
handkerchief,  square  scarf,  and  art 
linen  industry;  the  children’s  dress 
and  related  products  industry;  the 
women’s  and  children’s  underwear 
and  women’s  blouse  and  neckwear 
industry;  the  needlework  and  fab¬ 
ricated  textile  products  industry;  and 
the  sweater  and  knit  swimwear  indus¬ 
try  in  Puerto  Rico. 

To  keep  record  of  overtime  (over  40 
hours  1  week)  including  hours  worked  on 
each  lot  of  work,  total  hours  worked  each 
week;  wages  paid  at  regular  piece  rates; 
extra  amount  paid  for  overtime;  this  in 
addition  to  other  records  required  by  29 
CFR  545.7. 

Retention  period:  Employer,  3  years; 
employee  handbook,  2  years.  29  CFR 
545.7,  545.8 

5.17  Employers  of  persons  engaged  in 
the  shoe  and  related  products  in¬ 
dustry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as 
prescribed  by  Wage  and  Hour  Division. 
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Retention  period:  Not  specified.  29 
CPR  601.3 

5.18  Employers  of  persons  engaged  in 
the  leather,  leather  goods,  and  re¬ 
lated  products  industry  in  Puerto 
Rico. 

To  keep  notices  of  wage  orders  as 
prescribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  602.3 

5.19  Employers  of  persons  engaged  in 
the  falwic  and  leather  glove  industry 
in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as 
prescribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  603.3 

5.20  Employers  of  persons  engaged  ii^ 
the  metid,  machinery,  transportation 
equipment,  and  allied  products  in¬ 
dustry  in  iSierto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  604.3 

5.21  Employers  of  persons  engaged  in 
the  electrical,  instrument,  and  related 
products  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  606.3 

5.22  Employers  of  persons  engaged  in 
the  handkerchief,  square  scarf,  and 
art  linen  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  608.3 

5.23  Employers  of  persons  engaged  in 
the  women's  and  children's  under¬ 
wear  and  women's  hlouse  and  neck¬ 
wear  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  609.3 

5.24  Employers  of  persons  engaged  in 
the  children's  dress  and  related  prod¬ 
ucts  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  610.3 

5.25  Employers  of  persons  engaged  in 
the  sweater  and  knit  swimwear  indus¬ 
try  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  611.3 

5.26  Employers  of  persons  engaged  in 
the  needlework  and  fabricated  textile 
products  industry  in'  Puerto  Rico. 

TO  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  612.3 

5.27  Employers  of  persons  engaged  in 
the  straw,  hair,  and  related  products 
industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 


Retention  period:  Not  specified.  29 
CFR  613.3 

5.28  Employers  of  persons  engaged  in 
the  corsets,  brassieres,  and  alli^  gar¬ 
ments  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as 
prescribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  614.3 

5.29  Employers  of  persons  engaged  in 
the  men's  and  boys'  clothing  and  re¬ 
lated  products  industry  in  Puerto' 
Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  615.3 

5.30  Employers  of  persons  engaged  in 
the  button,  jewelry,  and  lapidary 
work  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  616.3 

5.31  Employers  of  persons  engaged  in 
the  alcoholic  beverage  and  industrial 
alcohol  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as 
prescribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  619.3 

5.32  Employers  of  persons  engaged  in 
the  tobacco  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  657.3 

5.33  Employers  of  persons  engaged  in 
the  banking,  insurance  and  finance 
industries  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  661.3 

5.34  Employers  of  persons  engaged  in 
chemical,  petroleum,  rubber,  and  re¬ 
lated  pr^ucts  industry  in  Puerto 
Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  670.3 

5.35  Employers  of  persons  engaged  in 
communications,  utilities,  and  trans¬ 
portation  industries  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  671.3 

5.36  Employers  of  persons  engaged  in 
the  construction,  business  service, 
motion  picture,  and  miscellaneous  in¬ 
dustries  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  672.3 

5.37  Employers  of  persons  engaged  in 
the  food  and  r^ated  products  in¬ 
dustry  in  Puerto  Rico. 

Tb  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  673.3 


5.38  Employers  of  persons  engaged  ia 
the  lumber  and  wood  products  in¬ 
dustry  in  Puerto  Rico. 

TO  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  675.3 

5.39  Employers  of  persons  engaged  in 
the  paper,  paper  products,  printing, 
and  publishing  industry  in  Puerto 
Rico. 

To  keep  notices  of  wage  orders  as  pre- 
scri^^  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  677.3 

5.40  Employers  of  persons  engaged  in 
the  stone,  clay,  glass,  cement,  and  re* 
lated  pr^ucts  industry  in  Puerto 
Rieo. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  678.3 

5.41  Elmployers  of  homeworkers  in 
Puerto  Rico  (other  than  needlework 
industries). 

To  keep  records  pertaining  to  employ¬ 
ment  of  such  homeworkers.  _ 

Retention  period:  2  years.  29  CFR 
681.7,  681.8 

5.42  Employers  of  homeworkers  in  ia-  - 
.  dustries  in  Puerto  Rico  (other  than 

needlework  industries). 

To  keep  handbook  furnished  to  em¬ 
ployers  by  Wage  and  Hour  Division  to 
record  dates  upon  which  goods  in  each 
lot  were  delivered;  style  number,  if  any; 
description  of.  and  amotmt  of  goods  in 
each  lot;  operations  to  be  performed 
thereon:  piece  rate  to  be  paid,  and  net 
amount  paid  for  operations  performed 
upon  such  goods,  etc.  _ 

Retention  period:  2  years.  29  CFR 
681.7,  681.8 

5.43  Employers  of  persons  engaged  in 
the  wholesaling,  warehousing,  and 
other  distribution  industry  in  Puerto 
Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  683.3 

5.44  Employers  of  persons  engaged  in 
the  hosiery  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hoiu:  Division. 

Retention  period:  Not  specified.  29 
CPR  687.3 

5.45  Employers  of  persons  engaged  in 
the  artificial  flower,  decoration,  and 
party  favor  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  688.3 

5.46  Employers  of  persons  engaged  in 
the  sugar  manufacturing  industry  in  ; 
Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  it^riod:  Not  specified.  29 
CPR  689.3-- 
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5.47  Employers  of  persons  engaged  in 
industries  in  the  Virgin  Islands. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  694.3 

5.48  Employers  of  homeworkers  in  in¬ 
dustries  in  the  Virgin  Islands. 

To  keep  records  pertaining  to  such 
homeworkers. 

Retention  period:  3  years.  29  CFR 
695.6.  695.7 

5.49  Employers  of  homeworkers  in  in¬ 
dustries  in  the  Virgin  Islands. 

To  keep  handbook  records  containing 
dates  upon  which  goods  in  each  lot  were 
delivered  and  collected;  style  number, 
description,  and  amount  of  goods  in  each 
lot.  operations  to  be  performed,  and 
piece  rate  to  be  paid;  net  amount  actu¬ 
ally  paid  for  operations  performed;  date 
paid  and  signature  of  person  acting  in 
behalf  of  employer. 

Retention  period:  2  years  subsequent 
to  last  entry.  29  CPU  695.6,  695.7 

5.50  Employers  of  persons  engaged  in 
industries  in  American  Samoa. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribe  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  697.3 

5.51  Employers  of  persons  engaged  in 
the  textile  and  textile  products  in¬ 
dustry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribe  by  Wage  and  Hour  Division. 

Retention  period:  Not  specifie.  29 
CPR  699.3 

5.52  Employers  of  persons  engaged  in 
the  fabricated  plastic  products  in¬ 
dustry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  713.3 

VIII.  POST  OFFICE  DEPARTMENT 

1.1  Postage  meter  licensees. 

To  keep  a  Meter  Record  Book  (Form 
3602-A) ,  showing  daily  register  readings 
of  metered  mail. 

Retention  period:  At  least  1  year  from 
date  of  final  entry.  39  CFR  33.3,  33.7 

1.2  Postage  meter  manufacturers. 

To  maintain  at  his  headquarters  a 
complete  record  by  serial  niunber  of  all 
meters  manufactured,  showing  all  move¬ 
ments  of  each  from  the  time  it  is  pro¬ 
duced  until  it  is  scrapped,  and  the  read¬ 
ing  of  the  ascending  register  each  time 
it  is  checked  into  or  out  of  service 
through  a  post  oflBce.  These  records 
must  be  subject  to  inspection  at  any  time 
during  business  hours  by  ofBcials  of  the 
Post  Office  Department. 

Retention  period:  These  records  may 
be  destroyed  3  years  after  the  meter  is 
scrapped.  39  CFR  33.8 

1.3  Apartment  house  managers. 

To  maintain  a  record  of  the  number 
of  keys  supplied  by  manufacturers  and 
jobbers,  relating  the  key  number  to  the 
receptacle  number,  so  that,  when  neces¬ 


sary,  new  keys  may  be  ordered.^  Key 
numbers  shall  not  be  placed  on  the  bar¬ 
rels  of  the  locks,  as  this  would  make  it 
possible  for  unauthorized  persons  to  se¬ 
cure  keys  and  gain  access  to  the  boxes. 
Apartment  house  managers  must  keep 
a  record  of  the  combinations  of  keyless 
locks  so  that  new  tenants  may  be  given 
the  combination.  These  records  of  key 
numbers  and  combinations  must  be  kept 
in  the  custody  of  the  manager  or  a 
trusted  employee. 

Retention  period:  The  record  of  key 
numbers  must  be  kept  until  the  lock  has 
been  changed  when  it  may  be  destroyed. 
The  record  of  combinations  to  the  key¬ 
less  locks  must  be  maintained  until  the 
combination  is  changed,  when  it  may  be 
destroyed.  39  CFR  45.6 

IX.  DEPARTMENT  OF  STATE 

1.1  Alien  recipients  of  nonimmigrant 
visas. 

To  retain  all  documents  and  letters  in 
support  of  a  claim  for  eligibility  to  re¬ 
ceive  a  nonimmigrant  visa  which  were 
presented  to,  and  returned  by  the  con¬ 
sular  officer. 

Retention  period:  For  examination  by 
immigration  officials  at  port  of  entry. 
22  CFR  41.124 

1.2  Persons  required  to  register  as  man¬ 
ufacturers,  importers,  or  exporters  of 
United  States  Munitions  List  articles. 

To  maintain,  subject  to  the  inspection 
of  the  Secretary  of  State,  or  any  person 
designated  by  him,  records  relating  to 
the  importation  and  exportation  of  arti¬ 
cles  enumerated  in  the  United  States 
Munitions  List.  Records  of  imports 
shall  contain  information  on  the  con¬ 
signor  and  the  country  of  origin.  Rec¬ 
ords  of  exports  shall  contain  information 
as  to  the  source  of  supply,  consignee, 
purchaser,  and  the  initial  and  ultimate 
destination  of  the  shipments.  Records 
covering  both  import  and  export  ship¬ 
ments  shall,  in  addition,  include  statis¬ 
tics  on  quantities  shipped  and  the  esti¬ 
mated  values  thereof. 

Retention  period:  6  years,  except  that 
the  Secretary  may  prescribe  a  longer  or 
shorter  period  in  individual  cases  as  he 
deems  necessary.  22  CFR  122.6 

X.  DEPARTMENT  OF  THE 
TREASURY* 

1.  Bureau  of  Accounts 

1.1  Public  and  private  agencies  holding 
refugee  relief  loans. 

To  maintain  adequate  books  and  rec¬ 
ords  relating  to  the  funds  borrowed  from 
the  Secretary  of  the  Treasury  under  the 
Refugee  Relief  Act  of  1953  and  resettle¬ 
ment  loans  made  therefrom. 

Retention  period:  During  life  of  the 
loan.  31  CFR  290.5 

2.  Comptroller  of  the  Currency 

2.1  National  banks  acting  as  insurance 
agents  and  as  brokers  or  agent  for 
loans  on  real  estate. 

To  keep  records  available  for  inspec¬ 
tion  by  Examiners  as  specified  in  12 
CFR  Part  2,  including  authorization 
statements  and  certificates,  copies  of 


agent-bank’s  reports,  adequate  records 
of  insurance  transactions  and  loans, 
with  separate  entries  and  accounts,  and 
records  as  may  be  required  by  insurance 
companies. 

Retention  period:  Permanent,  except 
for  copies  of  reports  made  by  the  agent 
bank  to  each  insurance  company  which 
it  represents,  which  copies  shall  be  kept 
for  a  period  of  five  years,  and  except  for 
records  of  loans  negotiated  by  the  bank 
in  acting  as  broker  or  agent  in  making 
or  procuring  loans  on  real  estate,  which 
records  shall  be  kept  for  a  period  of  five 
years.  12  CFR  2.2,  2.4 

2.2  '  National  banks  exercising  trust 
powers. 

To  keep  a  separate  set  of  books  and 
records  showing  in  proper  detail  all 
permissible  fiduciary  transactions  en¬ 
gaged  in  under  regulations  and  State 
and  local  law. 

Retention  period:  Not  specified.  12 
CFR  4.1,  4.3  [See  also  12  CFR  206.7.1 

2.3  National  banking  associations. 

To  maintain  a  stock  register  book  con¬ 
taining  names  and  residences  of  all 
shareholders,  such  book  to  be  kept  in 
the  main  office  of  the  bank. 

Retention  period:  Permanent.  12 
U.S.C.  62 

2.4  Certificates  executed  by  national 
banks  under  Exception  13  of  R.S. 
5200. 

To  keep  certificates,  executed  by  an 
officer  of  the  bank  designated  by  the 
board  of  directors  for  that  purpose,  in 
support  of  loans  made  based  on  nego¬ 
tiable  or  nonnegotiable  installment  con¬ 
sumer  paper  where  the  bank  has  in  fact 
evaluated  and  is  relying  primarily  on 
the  makers  for  the  payment  of  such 
obligations. 

Retention  period:  Until  repasmient  of 
the  loan.  12U.S.C.  84 

3.  Bureau  of  Customs 

3.1  Importers  of  leather  sold  to  be  used 
in  the  manufacture  of  footwear.* 

To  keep  records  to  support  blanket  cer¬ 
tificates  issued  to  show  sales  of  such 
leather  during  a  specific  period  to  a 
specified  manufacturer  showing  quan¬ 
tity  and  description  of  the  leather  and 
Identifying  such  leather  with  the  import 
entry. 

Retention  period:  3  years  from  date  of 
liquidation  of  the  entry.  19  CTR  10.84 

3.2  Importers  of  leather  to  be  used  in 
the  manufacture  of  harness  or  sad¬ 
dlery.* 

To  keep  records  to  support  blanket  cer¬ 
tificates  issued  to  show  sales  of  such 
leather  during  a  specific  period  to  a 
specified  manufacturer  showing  quan¬ 
tity  and  description  of  the  leather  and 
identifying  such  leather  with  the  import 
entry. 

Retention  period:  3  years  from  date  of 
liquidation  of  the  entry.  19  CFR  10.85 
(retention:  10.84) 


*  These  records  are  required  to  be  kept  by 
manufacturers  or  producers,  proprietors  of 
bonded  smelting  and/or  refining  warehouses 
operating  under  section  312,  Tariff  Act  of 
1930,  end  im[>orter8. 
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3.3  Importers  of  hides  and  skins  of  the 
India  water  huffalo  to  he  used  in  the 
manufacture  of  rawhide  articles.* 

To  keep  records  to  support  blanket  cer¬ 
tificates  issued  to  show  sales  of  such 
hides  and  skins  during  a  specific  period 
to  a  specified  manufacturer  showing 
quantity  and  description  of  the  hides  and 
skins  and  identifsdng  such  hides  and 
skins  with  the  import  entry. 

Retention  period:  3  years  from  date  of 
liquidation  of  the  entry.  19  CFR  10.86 
(retention:  10.84) 

3.4  Importers  of  leather  to  be  used  in 
the  manufacture  of  footballs,  basket¬ 
balls,  soccer  balls,  or  medicine  balls.* 

To  keep  records  to  support  blanket  cer¬ 
tificates  issued  to  show  sales  of  such 
leather  during  a  specific  period  to  a  spec¬ 
ified  manufacturer  showing  quantity  and 
description  of  the  leather  and  identify¬ 
ing  such  leather  with  the  import  entry. 

Retention  period:  3  years  from  date  of 
liquidation  of  the  entry.  19  CFR  10.87 
(retention:  10.84) 

3.5  Importers  of  Patna  rice  to  be  used  in 
the  manufacture  of  canned  soups.* 

To  keep  records  to  support  blanket  cer¬ 
tificates  Issued  to  show  sales  of  such 
Patna  rice  during  a  specific  period  to  a 
specified  manufacturer  showing  quantity 
and  description  of  the  Patna  rice  and 
identifying  such  Patna  rice  with  the 
import  entry. 

Retention  period:  3  years  from  liquida¬ 
tion  of  the  entry.  19  CFR  10.88  (reten¬ 
tion:  10.84) 

3.6  Manufacturers,  processors,  or  deal¬ 
ers  entering  or  withdrawing  wo<d  or 
hair  of  the  camel  under  bond  or  re¬ 
ceiving  wool  or  hair  by  transfer 
under  bond. 

To  keep  records  showing  (a)  in  case  of 
entry  or  withdrawal,  the  quantity,  en¬ 
tered  clean  content,  identify,  and  de¬ 
scription  of  such  wool  or  hair;  (b)  in 
case  of  receipt  by  transfer,  the  quantity, 
description,  and  date  of  transfer  certifi¬ 
cate  of  wool  or  hair  and  name  and  ad¬ 
dress  of  transferor. 

Retention  period;  Records  relating  to 
bonded  wool  or  hair — 3  years  after  the 
Imported  wool  or  hair  has  been  used  in 
manufacturing;  records  of  transferor, 
where  the  wool  or  hair  has  been  charged 
against  the  transferee — 3  years  from 
date  of  transfer.  19  CFR  10.93  (reten¬ 
tion;  10.95) 

3.7  Manufacturers  or  processors  of 
products  and  substances  resulting 
wholly  or  in  part  from  bonded  wool 
or  hair  of  the  camel. 

To  keep  records  showing  (a)  date  or 
inclusive  dates  of  processing  of  each  lot 
or  inclusive  dates  of  each  period  of 
manufacture;  (b)  quantity,  identity,  and 
description  of  wool  or  hair  not  previously 
processed  put  into  process;  (c)  quantity 
and  description  of  all  intermediate  prod¬ 
ucts,  stocl^  in  process,  and  wastes  not 

•  niese  records  are  required  to  be  kept  by 
manuTactvirers  or  producers,  proprietors  of 
bonded  smelting  and/or  refining  warehouses 
operating  under  section  312,  Tariff  Act  of 
1930,  and  importers. 
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described  put  into  process;  (d)  quantity 
and  description  of  final  products  and 
quantity  by  weight  of  wool  or  hair  con¬ 
tent;  (e)  quantity  of  wastes  remaining 
on  hand;  (f)  inventory  of  wool  and  hair 
on  hand  at  close  of  each  abstract  period 
or  at  completion  of  lot;  (g)  quantities 
and  description  of  any  yarns  spun. 

Retention  period:  Records  relating  to 
bonded  wool  or  hair — 3  years  after  the 
imported  wool  or  hair  has  been  used  in 
manufacturing;  records  of  transferor, 
where  the  wool  or  hair  has  been  charged 
against  the  transferee — 3  years  from 
date  of  transfer.  19  CFR  10.94  (re¬ 
tention:  10.95) 

3.8  Manufacturers,  processors,  or  deal¬ 
ers  of  articles  of  wool  or  hair  of  the 
camel. ' 

To  keep  records  showing  quantity,  de¬ 
scription,  and  wool  or  hair  content  of 
all  articles  delivered  from  their  prem¬ 
ises  pursuant  to  transfer  under  bond, 
purchase,  consignment,  or  otherwise; 
date  of  delivery;  name  and  address  of 
person  to  whom  delivered;  exact  des¬ 
ignation;  price  paid  or  agreed  upon. 

Retention  period:  Records  relating  to 
bonded  wool  or  hair — 3  years  after  the 
imported  wool  or  hair  has  been  used  in 
manufacturing;  records  of  transferor, 
where  the  wool  or  hair  has  been  charged 
against  the  transferee — 3  years  from 
date  of  transfer.  19  CFR  10.95 

3.9  Importers  of  rapeseed  oil  to  be  used 
in  the  manufacture  of  rubber  sub¬ 
stitutes  or  lubricating  oiL* 

To  keep  records  to  support  blanket 
certificates  issued  to  show  sales  of  such 
rapeseed  oil  during  a  specific  period  to  a 
specified  manufacturer  showing  quantity 
and  description  of  the  rapeseed  oil  and 
identifying  such  rapeseed  oil  with  the 
import  entry. 

Retention  period:  3  years  from  date 
of  liquidation  of  the  entry.  19  CFR 
10.100 

3.10  Importers  of  limestone  to  be  used 
in  the  manufacture  of  fertilizer.* 

To  keep  records  to  support  blanket  cer¬ 
tificates  issued  to  show  sales  of  such  lime¬ 
stone  during  a  specific  period  to  a  speci¬ 
fied  manufacturer  showing  quantity  and 
description  of  the  limestone  and  identi¬ 
fying  such  limestone  with  the  import 
entry. 

Retention  period:  3  years  from  date  of 
liquidation  of  the  entry.  19  CFR  10.101 

3.11  Importers  of  bauxite,  calcined,  to 
be  used  in  the  manufacture  of  fire¬ 
brick  or  other  refractories.* 

To  keep  records  to  support  blanket 
certificates  issued  to  show  sales  of  such 
bauxite  during  a  specific  period  to  a 
specified  manufacturer  showing  quantity 
and  description  of  the  bauxite  and  iden¬ 
tifying  such  bauxite  with  the  import 
entry. 

Retention  period:  3  years  from  date  of 
liquidation  of  the  entry.  19  CFR  10.102 

3.12  Proprietors  of  bonded  smelting 
and/or  refining  warehouses  operat¬ 
ing  under  section  312,  Tariff  Act  of 
1930.* 

To  keep  such  records  of  their  opera¬ 
tions  as  will  enable  them  to  file  an  an¬ 
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nual  statement,  not  later  than  60  days 
after  the  termination  of  their  fiscal  year, 
showing  the  quantities  of  ore  and  crude 
metal  on  hand  at  the  beginning  of  the 
period  and  the  dutiable  contents  thereof; 
the  quantities  of  ore  and  crude  metal 
received  during  the  period  and  the  duti¬ 
able  contents  thereof;  the  quantities  of 
ore  and  crude  metal  to  be  accoimted  for 
and  the  dutiable  contents  thereof;  the 
quantities  of  ore  and  crude  metal  on 
hand  at  the  end  of  the  period  and  the 
dutiable  contents  thereof ;  the  quantities 
of  ore  and  crude  metal  worked  during 
the  period  and  the  dutiable  contents 
thereof;  and  the  wastage  incurred  dur¬ 
ing  the  period. 

Retention  period :  5  years  from  date  of 
the  related  annual  statement.  19  CFR 
19.19 

3.13  Importers,  exporters,  proprietor! 
of  customs  bonded  warebouses, 
bonded  common  carriers,  and  othen 
handling  imported  wheat  in  con¬ 
tinuous  customs  custody. 

To  maintain  such  records  as  will  en¬ 
able  customs  officers  to  verify  the  han¬ 
dling  to  which  imported  wheat  has  been 
subjected  and  the  proper  accounting 
of  any  increase  or  shortage  in  quantity 
from  shrinkage  or  other  factor. 

Retention  period :  2  years  after  date  of 
transaction.  19  CFR  19.34 

3.14  Manufacturers  or  producers  of  ar¬ 
ticles  manufactured  or  produced  in 
tlie  United  States  with  the  use  of  im¬ 
ported  duty-paid  merchandise  and 
intended  for  exportation  with  benefit 
of  drawback  under  section  313(a), 
Tariff  Act  of  1930.* 

To  keep  records  showing  the  date  or 
inclusive  dates  of  manufacture  or  pro¬ 
duction  of  the  articles,  the  quantity  and 
identity  of  the  imported  merchandise 
used,  the  quantity  of  finished  produet 
obtained,  and,  if  valuable  waste  is  in¬ 
curred  in  manufacture  and  claim  is 
made  for  an  allowance  for  such  waste, 
the  value  of  the  imported  merchandise 
used  in  manufacture  and  the  quantity 
and  value  of  the  waste  incurred,  and,  in 
cases  where  two  or  more  products  are 
obtained,  the  relative  values  thereof  at 
the  time  of  separation. 

Retention  period:  At  least  3  years  after 
payment  of  drawback  claims.  19  CFR 

22.4,  22.6  (retention:  22.46) 

3.15  Manufacturers  or  producers  of  a^ 
tides  manufactured  or  produced  in 
the  United  States  with  the  use,  in  cer¬ 
tain  cases,  of  substituted  merchandiM 
in  lieu  of  imported  duty-paid  mer¬ 
chandise  and  intended  for  exporta¬ 
tion  with  benefit  of  drawback  under 

■  section  313(b),  Tariff  Act  of  1930, 
as  amended.* 

To  keep  detailed  records  pertaining 
to  duty-paid  merchandise  or  other  ar¬ 
ticles  manufactured  or  produced  under 
drawback  regulations  with  the  use  of 
such  merchandise  designated  as  the 
basis  for  the  allowance  of  drawback  on 
the  exported  articles. 

Retention  period :  At  least  3  years  after 
payment  of  drawback  claims.  19  CFB 

22.5,  22.6  (re'tention:  22.46) 
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3.16  Manufacturers  or  producers  of 
flavoring  extracts  and  medicinal  or 
toilet  preparations  (including  per¬ 
fumery)  manufactured  or  produced 
in  the  United  States  with  the  use  of 
domestic  taxpaid  alcohol  and  in¬ 
tended  for  exportation  with  benefit 
of  drawback  under  section  313(d), 
Tariff  Act  of  1930,  as  amended.* 

To  keep  records  similar  to  those  re¬ 
quired  of  manufacturers  or  producers  in 
the  case  of  articles  manufactured  or  pro¬ 
duced  in  the  United  States  with  the  use 
of  imported  duty-paid  merchandise  and 
intended  for  exporation  with  benefit  of 
drawback  under  section  313(a),  Tariff 
Act  of  1930. 

Retention  period:  At  least  3  years  after 
payment  of  drawback  claims.  19  CFR 
22.23,  22.24  (retention:  22.46) 

3.17  Licensed  customhouse  brokers. 

To  maintain  correctly  and  in  orderly 
itemized  manner,  and  keep  current,  rec¬ 
ords  of  account  reflecting  all  their 
financial  transactions  as  customhouse 
brokers,  including  a  copy  of  each  entry 
made,  copies  of  all  correspondence  and 
other  papers  relating  to  customs  busi¬ 
ness  and,  except  for  certain  specified 
limitations,  a  record  of  transactions  of 
licensed  customhouse  broker  (Customs 
Form  3079)  in  addition  to  the  regular 
records  of  account. 

Retention  period:  At  least  5  years  after' 
preparation  or  receipt.  19  CFR  31.9 

4.  Internal  Revenue  Service 

Note:  The  following  items  refer  to  re¬ 
quirements  Issued  imder  the  Internal  Reve¬ 
nue  Code  of  1039  and  the  Internal  Revenue 
Code  of  1954  which  were  In  effect  on  Decem¬ 
ber  31,  1059.  All  regulations  applicable  un¬ 
der  any  provision  of  law  In  effect  on  August 
16,  1954,  the  date  of  enactment  of  the  1054 
Cede,  are  applicable  to  the  corresponding 
provisions  of  the  1954  Code  insofar  as  such 
regulations  are  not  Inconsistent  with  the 
1054  Code,  and  such  regulations  remain  ap¬ 
plicable  to  the  1954  Code  until  superseded 
by  regulations  imder  such  Code.  The  In¬ 
ternal  Revenue  Service  points  out  that  the 
omission  from  this  compilation  of  any  record 
retention  requirement  provided  for  by  law 
or  regulation  Issued  thereimder  shall  not  be 
construed  as  authority  to  disregard  any  such 
requirement.  The  Service  also  points  out 
that  persons  subject  to  Income  tax  are  bound 
by  the  retention  requirement  given  in  Item 

4.1  regardless  of  other  requirements  which 
for  other  purposes  allow  shorter  retention 
periods. 

The  record  retention  requirements  of  the 
Internal  Revenue  Service  are  divided  Into 
the  following  categories:  Income,  Estate, 
Gift,  Ehnployment,  Excise,  Liquor,  Tobacco, 
and  Firearms  Taxes. 

Citations  are  to  the  1939  Code  of  Federal 
Regulations  unless  otherwise  Indicated. 

Income  Tax 

4.1  Persons  subject  to  income  tax. 

(gi)  General.  Except  as  provided  in 
paragraph  (b),  any  person  subject  to 
tax,  or  any  person  required  to  file  a  re¬ 
turn  of  information  with  respect  to  in¬ 
come  shall  keep  such  permanent  books 
of  account  or  records,  including  inven¬ 
tories,  as  are  sufficient  to  establish  the 
amount  of  gross  income,  deductions, 
credits,  or  other  matters  required  to  be 
shown  by  such  person  in  any  return  of 
such  tax  information. 
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(b)  Farmers  and  wage-earners.  In¬ 
dividuals  deriving  gross  income  from 
the  business  of  farming,  and  individuals 
whose  gross  income  includes  salaries, 
wages,  or  similar  compensation  for  per¬ 
sonal  services  rendered,  are  required  to 
keep  such  records  as  will  enable  the  dis¬ 
trict  director  -to  determine  the  correct 
amount  of  income  subject  to  the  tax, 
but  it  is  not  necessary  that  these  in¬ 
dividuals  keep  the  books  of  account  or 
records  required  by  paragraph  (a). 

(c)  Exempt  organizations.  In  addi¬ 
tion  to  the  books  and  records  required 
by  iMtragraph  (a)  with  respect  to  the  tax 
imposed  or  unrelated  business  income, 
every  organization  exempt  from  tax 
but  required  to  file  an  annual  return 
Ahall  keep  such  permanent  books  of  ac¬ 
count  or  records,  including  inventories, 
as  are  sufficient  to  show  specifically  the 
items  of  gross  income,  receipts,  and  dis¬ 
bursements,  and  other  required  infor¬ 
mation. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  rev¬ 
enue  law.  26  CFR  (1954)  1.6001-1 

(See  also  26  CFR  (1954)  1.446-1, 1.453-1, 
dealing  with  accounting  methods  and 
periods.) 

4.2  Persons  engaged  in  the  production, 
purchase,  or  sale  of  merchandise. 

To  keep  a  record  of  inventory  con¬ 
forming  to  the  best  accounting  practice 
in  the  trade  or  business  which  clearly 
reflects  income  and  is  consistent  from 
year  to  year. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve-‘ 
nue  law.  26  CFR  (1954)  1.471-1, 1.471-2 
(retention:  26  CFR  (1954)  1.6001-1) 

4.3  Persons  claiming  allowance  for  de- 
"  pletion  of  natural  gas  property  with¬ 
out  reference  to  discovery  value  or 
percentage  depletion. 

To  keep  accurate  records  of  periodical 
pressure  determinations  where  the  an¬ 
nual  production  is  not  metered. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  39.23  (m)  -2  (reten¬ 
tion:  26  CFR  (1954)  1.6001-1) 

4.4  Persons  claiming  an  allowance  for 
depletion  and  depreciation  of  min¬ 
eral  property. 

To  keep  accurate  accounts  in  which 
shall  be  recorded  the  cost  or  other  basis 
of  the  mineral  deposit  and  of  the  plant 
and  equipment,  together  with  subsequent 
allowable  capital  additions  to  each  ac¬ 
count  and  all  of  the  other  adjustments 
required.  Records  shall  also  be  kept  of 
the  amounts  of  periodic  depletion  and 
depreciation  computed. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  interval  reve¬ 
nue  law.  26-  CTR  39.23  (m) -11  (reten¬ 
tion:  26  CFR  (1954)  1.6001-1) 

4.5  Persons  claiming  an  allowance  for 
depletion  or  depreciation  of  timber 
property. 

*To  keep  accurate  ledger  accounts  In 
which  shall  be  recorded  the  cost  or  other 


basis  of  the  timber  property  (including 
plants,  improvements,  and  equipment) 
together  with  subsequent  allowable 
capital  additions  to  each  account  and  all 
other  adjustments  required.  In  such 
accounts  the  quantity  of  timber,  of  land, 
and  of  other  resources,  if  any,  shall  be 
set  up  separately  and  a  proper  part  of 
the  total  cost  or  value  allocated  to  each. 
Records  shall  also  be  kept  of  the  amounts 
of  periodic  depletion  and  depreciation 
computed. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
administration  of  any  internal  revenue 
law.  26  CFR  39.23  (m) -28  (retention; 
26  <^FR  (1954)  1.6001-1) 

4.6  Persons  receiving  any  class  of  ex¬ 
empt  income  or  holding  property  or 
engaging  in  activities  the  income 
from  which  is  exempt. 

To  keep  records  as  will  enable  alloca¬ 
tion  to  be  made  of  amounts  of  each  class 
of  exempt  income  and  amounts  of  items 
or  parts  of  items  allocated  to  each  class. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
administration  of  any  internal  revenue* 
law.  26  CFR  (1954)  1.265-1  (retention: 
26  CFR  (1954)  1.6001-1) 

4.7  Persons  who  participate  in  a  transfer 
of  property  to  a  corporation  con¬ 
trolled  hy  the  transferor. 

To  keep  records  in  substantial  form 
showing  information  to  facilitate  the 
determination  of  gain  or  loss  from  a  sub¬ 
sequent  disposition  of  stock  or  securities 
and  other  property,  if  any,  received  in 
the  exchange. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.351-3  (reten¬ 
tion:  26  CfFR  (1954)  1.6001-1) 

4.8  Persons  who  participate  in  a  tax- 
free  exchange  in  connection  with  a 
corporate  reorganization. 

To  keep  records  in  substantial  form 
showing  the  cost  or  other  basis  of  the 
transferred  property  and  the  amount  of 
stock  or  securities  and  other  property  or 
money  received  (including  any  liabilities 
assumed  upon  the  exchange,  or  any  lia¬ 
bilities  to  which  any  of  the  properties 
received  were  subject) ,  in  order  to  facili¬ 
tate  the  determination  of  gain  or  loss 
from  a  subsequent  disposition  of  such 
stock  or  securities  and  other  property 
received  from  the  exchange. 

Retention  period:  So  longas  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal 
revenue  law.  26  CFR  (1954)  1.368-3  (re¬ 
tention:  26  CFR  (1954)  1.6001-1) 

4.9  Persons  who  exchange  stock  and  se¬ 
curities  in  corporations  in  accordance 
with  plans  of  reorganizations  ap¬ 
proved  hy  the  courts  in  receivership, 
foreclosure,  or  similar  proceedings, 
or  in  proceedings  under  chapter  X  of 
the  Bankruptcy  Act. 

To  keep  records  in  substantial  form 
showing  the  cost  or  other  basis  of  the 
transferred  property  and  the  amount  of 
stock  or  securities  and  other  property  or 
money  received  (including  any  liabilities 
assumed  upon  the  exchange),  in  order  to 
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facilitate  the  determination  of  gain  or 
loss  from  a  subsequent  disposition  ol  such 
stock  or  securities  and  other  property 
received  from  the  exchange. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
administration  of  any  internal  revenue 
law.  26  CFR  (1954)  1.371-2  (retention: 
26CFR  (1954)  1.6001-1) 

4.10  Persons  making  or  receiving  gifts 
of  property  acquired  by  gift  after 
Decem^rSly  1920. 

To  preserve  and  keep  accessible  a  rec¬ 
ord  of  the  facts  necessary  to  determine 
the  cost  of  the  property  and,  if  pertinent, 
its  fair  market  value  as  of  March  1. 1913, 
to  insure  a  fair  and  adequate  determina¬ 
tion  of  the  proper  basis. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  df  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.1015-1  (re¬ 
tention:  26  CFR  (1954)  1.6001-1) 

4.11  Persons  claiming  credit  for  taxes 
paid  or  accrued  to  foreign  countries 
and  possessions  of  the  United  States. 

■  To  keep  readily  available  for  compari¬ 
son  on  request  the  original  receipt  for 
each  such  tax  payment,  or  the  original 
return  on  which  each  such  accrued  tax 
was  based,  a  duplicate  original,  or  a  duly 
certified  or  authenticated  copy,  in  case 
only  a  sworn  copy  of  a  receipt  or  return 
is  submitted. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.905-2  (reten¬ 
tion:  26  CFR  (1954)  1.6001-1) 

4.12  Persons  claiming  allowance  for  de¬ 
preciation  of  property  used  in  trade 
or  business  or  property  held  for  the 
production  of  income. 

To  keep  records  of  all  factors  entering 
into  the  computation  of  depreciation 
allowances. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.167(a) -7 
(retention:  26  CFR  (1954)  1.6001-1) 

4.13  Persons  required  to  seek  the  ap¬ 
proval  of  the  Commissioner  in  order 
to  change  their  annual  accounting 
period. 

To  keep  adequate  and  accurate  records 
of  their  taxable  income  for  the  short 
period  involved  in  the  change  and  for 
the  fiscal  year  proposed. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.442-1  (re¬ 
tention:  26  CFR  (1954)  1.6001-1) 

4.14  Persons  participating  in  exchanges 
or  .distributions  made  in  obedience 
to  orders  of  the  Securities  and  Ex¬ 
change  Commission. 

To  keep  records  in  substantial  form 
showing  the  cost  or  other  basis  of  the 
property  transferred  and  the  amount  of 
stock  or  securities  and  other  property 
(including  money)  received. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 


nue  law.  26  CFR  (1954)  1.1081-11  (re¬ 
tention:  26  CFR  (1954)  1.6001-1) 

4.15  Persons  involved  in  the  liquidation 
and  replacement  of  lifo  inventories. 

To  keep  detailed  records  such  as  will 
enable. the  Commissioner,  in  his  exami¬ 
nation  of  the  taxpayer’s  return  for  the 
year  of  replacement,  readily  to  verify  the 
extent  of  the  inventory  decrease  claimed 
to  be  involuntary  in  character  and  the 
facts  upon  which  such  claim  is  based,  all 
subsequent  inventory  increases  and  de¬ 
creases,  and  all  other  fsicts  material  to 
the  replacement  adjustment  authorized. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.1321-1, 

1.1321-2  (retention:  26  CFR  (1954) 
1.6001-1) 

4.16  Persons  selling  by  the  installment 
method. 

In  adopting  the  installment  method  of 
accounting  the  seller  must  maintain  such 
records  as  are  necessary  to  clearly  refiect 
income.  A  dealer  who  desires  to  compute 
income  by  the  installment  method  shall 
maintain  accounting  records  in  such  a 
manner  as  to  enable  an  accurate  com¬ 
putation  to  be  made  by  such  method. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.453-1,  1.453-2 
(retention:  26  CFR  (1954)  1.6001-1) 

4.17  Persons  paying  travel  or  other  busi¬ 
ness  expenses  incurred  by  an  em¬ 
ployee  in  connection  with  the  per¬ 
formance  of  his  services. 

To  maintain  detailed  records  of  travel, 
transportation,  entertainment,  and  other 
similar  business  expenses,  including 
identification  of  amount  and  nature  of 
expenditures,  and  to  keep  supporting 
documents,  especially  in  connection  with 
large  or  exceptional  expenditures. 

Retention  period:  As  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.162-17  (re¬ 
tention:  26  CFR  (1954)  1.6001-1) 

4.18  Tax-exempt  organizations. 

To  keep  records  and  books  of  account 
pertaining  to  information  included  in 
the  annual  return,  including  items  of 
gross  income,  receipts,  and  disburse¬ 
ments,  and  to  keep  other  pertinent  in¬ 
formation  which  will  enable  the  district 
director  to  inquire  into  the  organiza¬ 
tion’s  exempt  status. 

Retention  period:  As  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.6033-1  (re¬ 
tention:  26  CFR  (1954)  1.6001-1) 

4.19  Persons  engaged  in  construction  of 
aircraft  for  the  Army  and  the  Air 
Force. 

To  keep  books,  records,  and  original 
evidences  of  costs  pertinent  to  the  deter¬ 
mination  of  the  true  profit,  excess  profit, 
deficiency  in  profit,  or  net  loss  from  the 
performance  of  a  contract  or  subcon¬ 
tract. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 


th3  administration  of  the  act  of  March 
27,  1934,  as  amended.  26  CFR  16.13 

4.20  Persons  engaged  in  construction  of 
naval  vessels  or  aircraft  for  the  Navy. 

To  keep  books,  records,  and  original 
evidences  of  costs  pertinent  to  the  deter¬ 
mination  of  the  true  profit,  excess  profit, 
deficiency  in  profit,  or  net  loss  from  the 
performance  of  a  contract  or  subcon¬ 
tract. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  the  act  of  March 
27,  1934,  as  amended.  26  CFR  17.14 

4.21  Executors  or  other  legal  represent¬ 
atives  of  decedents,  fiduciaries  of 
trusts  under  wills,  life  tenants  and 
other  persons  to  whom  a  uniform 
basis  with  respect  to  property  trans¬ 
mitted  at  death  is  applicable. 

To  make  and  maintain  records  show¬ 
ing  in  detail  all  deductions,  distributions, 
or  other  items  for  which  adjustment  to 
basis  is  required  to  be  made. 

Retention  period;  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.1014-4  (re¬ 
tention:  26  CFR  (1954)  1.6001-1) 

4.22  Employers  claiming  deductions  for 
contributions  to  an  employees*  trust 
or  annuity  plan  or  compensating  an 
employee  under  a  deferred-payment 
plan. 

To  keep  records  substantiating  all  data 
and  information  required  to  be  filed  with 
respect  to  each  plan  and  the  deductions 
claimed  thereunder. 

Retention  period:  To  be  kept  at  all 
times  available  for  inspection.  26  CfR 
(1954)  1.404(a) -2 

4.23  Corporations  claiming  deduction 
for  dividends  paid. 

To  keep  permanent  records  necessary 
(a)  to  establish  that  dividends  with  re¬ 
spect  to  which  the  deduction  is  claimed 
were  actually  paid  during  the  taxable 
year,  and  (b)  to  supply  the  information 
required  to  be  filed  with  the  income  tax 
return  of  the  corporation.  •  To  also  keep 
canceled  dividend  checks  and  receipts 
obtained  from  shareholders  acknowl¬ 
edging  payment. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  39.27(b) -2  (retention: 
26  CFR  (1954)  1.6001-1) 

4.24  Corporations  receiving  distribu¬ 
tions  in  complete  liquidation  of  sub¬ 
sidiaries. 

To  keep  records  showing  information 
with  respect  to  the  plan  of  liquidation 
and  its  adoption. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.332-6  (reten¬ 
tion:  26  CFR  (1954)  1.6001-1) 

4.25  Qualified  electing  shareholders  re¬ 
ceiving  distributions  in  complete 
liquidation  of  domestic  corporations 
other  than  collapsible  corporations. 

To  keep  records  in  substantial  form 
showing  all  fgrCts  pertinent  to  the  recog¬ 
nition  and  treatment  of  the  gain  realized 
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upon  shares  of  stock  owned  at  the  time 
of  the  adoption  of  the  plan  of  liquidation. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.333-5  (reten¬ 
tion:  26  CPR  (1954)  1.6001-1) 

4.26  Corporations  which  are  parties  to 
reorganizations  in  pursuance  of 
court  orders  in  receivership,  fore¬ 
closure,  or  similar  proceedings,  or  in 
proceedings  under  chapter  X  of  the 
Bankruptcy  Act. 

To  keep  records  in  substantial  form 
showing  the  cost  or  other  basis  of  the 
transferred  property  and  the  amount  of 
stock  or  securities  and  other  property  or 
money  received  (including  any  liabil¬ 
ities  assumed  upon  the  exchange),  in 
order  to  facilitate  the  determination  of 
gain  or  loss  from  a  subsequent  disposi¬ 
tion  of  such  stock  or  securities  and  other 
property  received  from  the  exchange. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CPR  (1954)  1.371-1  (reten¬ 
tion:  26  CFR  (1954)  1.6001-1) 

4.27  Regulated  investment  companies. 

To  maintain  records  showing  the  in¬ 
formation  relative  to  the  actual  owners 
of  its  stock  contained  in  the  written 
statements  to  be  demanded  from  the 
shareholders.  For  the  purposes  of  deter¬ 
mining  whether  a  domestic  corporation 
claiming  to  be  a  regulated  investment 
company  is  a  personal  holding  company 
the  records  of  the  company  shall  show 
the  maximum'  number  of  shares  of  the 
corporation  (including  the  number  and 
face  value  of  securities  convertible  into 
stock  of  the  corporation)  to  be  consid¬ 
ered  as  actually  or  constructively  owned 
by  each  of  the  actual  owners  of  any  of 
its  stock  at  any  time  during  the  last  half 
of  the  corporation’s  taxable  year.  Also 
to  maintain  a  list  of  the  persons  failing 
or  refusing  to  comply  with  demand  for 
statements  respecting  ownership  of 
shares. 

Retention  period:  As  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
administration  of  any  internal  revenue 
law.  26  CFR  (1954)  1.852-6,  1.852-7 
(retention:  26  CFR  (1954)  1.6001-1) 

4.28  Corporations  and  shareholders  for 
whom  elections  are  filed  with  respect 
to  the  tax  treatment  of  corporate  re¬ 
organizations  under  the  1939  Code 
or  1954  Code. 

To  keep  permanent  records  of  all  rele¬ 
vant  data  in  order  to  facilitate  the  de¬ 
termination  of  gain  or  loss  from  a 
subsequent  disposition  of  stock  or  securi¬ 
ties  or  other  property  acquired  in  the 
transaction  ki  respect  of  which  the  elec¬ 
tion  was  filed. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
administration  of  any  internal  revenue 
law.  26  CPR  (1954)  1.393-3  (retention: 
26  CFR  (1954)  1.6001-1) 

4.29  Western  Hemisphere  trade  corpo¬ 
rations. 

To  keep  records  substantiating  Income 
tax  statement  showing  that  its  entire 
business  is  done  within  the  Western 


Hemisphere  and,  if  any  purchases  are 
made  outside  the  Western  Hemisphere, 
the  amount  of  such  purchases,  the 
amount  of  its  gross  receipts  from  all 
sources,  and  any  other  pertinent  infor¬ 
mation. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
administration  of  any  internal  revenue 
law.  26  CFR  (1954)  1.921-1  (retention: 
26  CFR  (1954)  1.6001-1) 

4.30  Distributions  by  small  business  cor¬ 
porations  of  previously  taxed  income. 

To  keep  records  of  the  net  share  of 
the  previously  taxed  income  of  each 
shareholder.  In  addition,  each  share¬ 
holder  of  such  corporation  shall  keep  a 
record  of  his  own  net  share  of  previously 
taxed  income  and  shall  make  such  rec¬ 
ord  available  to  the  corporation  for  its 
information. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  (1954)  1.1375-4  (re¬ 
tention:  26  CFR  (1954)  1.6001-1) 

Estate  Tax 

4.31  Executors  of  estates. 

To  keep  detailed  records  of  the  affairs 
of  the  estate  as  will  enable  the  district 
director  to  determine  the  amoimt  of  the 
estate  tax  liability,  including  copies  of 
documents  relating  to  the  estate,  ap¬ 
praisal  lists  of  items  included  in  the 
gross  estate,  copies  of  balance  sheets  or 
other  financial  statements  relating  to 
value  of  stock,  and  any  other  informa¬ 
tion  necessary  in  determining  the  tax. 

Retention  period:  Not  specified.  26 
CFR  (1954)  20.6001-1 

Gift  Tax 

4.32  Persons  making  transfers  of  prop¬ 
erty  by  gift. 

(a)  To  keep  letters  from  brokers  fur¬ 
nishing  quotations,  or  evidence  obtained 
from  ofScers  of  issuing  companies  as  to 
sales  of  stocks  and  bonds  which  are  not 
listed  on  an  exchange  but  are  dealt  in 
through  brokers,  or  which  have  a  market. 

Retention  period:  Not  specified.  26 
CFR  (1954)  25.2512-2 

(b)  To  maintain  books  of  account  or 

records  as  are  necessary  to  establish 
the  amount  of  the  total  gifts  together 
with  the  deductions  allowable  in  deter¬ 
mining  the  amount  of  taxable  gifts,  and 
other  information  required  to  be  shown 
in  their  gift*  tax  returns.  _ 

Retention  period:  Permanent.  26  CFR 
(1954)  25.6001-1 

Ebiployment  Tax  - 

4.33  General  record  retention  require¬ 
ments  for  employment  taxes.  ' 

(a)  Form  of  records.  Records  ^all 
be  kept  accurately,  but  no  particular 
form  is  required.  Such  forms  and  sys¬ 
tems  of  accounting  shall  be  used  as  will 
enable  the  district  director  to  ascertain 
whether  liability  for  tax  is  incurred  and, 
if  so,  the  amount  thereof. 

(b)  Copies  of  returns,  schedules,  and 
statements.  E^ery  person  who  is  re¬ 
quired  to  keep  any  copy  of  any  return, 
schedule,  statement,  or  other  document, 
shall  keep  such  copy  as  a  part  of  his 
records. 


(c)  Records  of  claimants.  Any  person 
(including  an  employee)  who  claims  a 
refund,  credit,  or  abatement,  shall  keep  a 
C(»nplete  and  detailed  record  with  re¬ 
spect  to  the  tax,  interest,  addition  to  the 
tax,  additional  amount,  or  assessable 
penalty  to  which  the  claim  relates. 
Such  record  shall  include  any  records  re¬ 
quired  of  the  claimant  by  paragraph  (b) 
of  this  section  which  relate  to  the  claim. 

(d)  Records  of  employees.  While  not 
mandatory  (except  in  the  case  of 
claims) ,  it  is  advisable  for  each  employee 
to  keep  permanent,  accurate  records 
showing  the  name  and  address  of  each 
employer  for  whom  he  performs  services 
as  an  employee,  the  dates  of  beginning 
and  termination  of  such  services,  the 
informs^tion  with  respect  to  himself 
which  is  required  to  be  kept  by  employ¬ 
ers,  and  all  receipts  furnished  by 
employers. 

(e)  Place  for  keeping  records.  All 
records  required  shall  be  kept,  by  the 
person  required  to  keep  them,  at  one  or 
more  convenient  and  safe  locations  ac¬ 
cessible  to  internal  revenue  officers,  and 
shall  at  all  times  be  available  for  inspec¬ 
tion  by  such  officers. 

Retention  period:  4  years  after  the 
due  date  of  such  tax  for  the  return  pe¬ 
riod  to  which  the  records  relate,  or  the 
date  such  tax  is  paid,  whichever  is  the 
later.  The  records  of  claimants  required 
by  paragraph  (c)  Shall  be  maintained 
for  a  period  of  at  least  4  years  after  the 
date  the  claim  is  filed.  26  CFR  (1954). 
31.6001-1 

4.34  Employers  liable  for  tax  under  the 
Federal  Insurance  Contributions  Act. 

(a)  General.  (1)  To  keep  records  of 
all  remuneration,  whether  in  cash  or  in 
a  medium  other  than  cash,  paid  to  his 
employees  after  1954  for  services  (other 
than  agricultural  labor  which  consti¬ 
tutes  or  is  deemed  to  constitute  employ¬ 
ment.  domestic  service  in  a  private  home 
of  the  employer,  or  service  not  in  the 
course  of  the  employer’s  trade  or  busi¬ 
ness)  performed  for  him  after  1936. 
Records  shall  show  with  respect  to  each 
employee  receiving  such  remuneration: 

(i)  The  name,  address,  and  account 
number  of  the  employee  and  such  addi¬ 
tional  information  with  respect  to  the 
employee  as  is  required  when  the  em¬ 
ployee  does  not  advise  the  employer 
what  his  account  number  and  name  are 
as  shown  on  an  account  number  card 
issued  to  the  employee  by  the  Social 
Security  Administration. 

(ii)  The,  total  amoimt  and  date  of 
each  payment  of  remuneration  (includ¬ 
ing  any  sum  withheld  therefrom  as  tax 
or  for  any  other  reason)  and  the  period 
of  services  covered  by  such  payment. 

(iii)  The  amount  of  each  such  re-  - 
muneration  payment  which  constitutes 
wages  subject  to  tax. 

(iv)  The  amount  of  employee  tax.  or 
any  amount  equivalent  to  employee  tax, 
collected  with  respect  to  such  payment, 
and.  if  collected  at  a  time  other  than  the 
time  such  pajonent  was  made,  the  date 
collected. 

(v)  If  the  total  remuneration  pay¬ 
ment  and  the  amount  thereof  which  is 
taxable  are  not  equal,  the  reason  there¬ 
for. 
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(2)  Every  eim)loyer  shall  keep  rec¬ 
ords  of  the  details  of  each  adjustment  or 
settlement  of  taxes  imder  the 'Federal 
Insurance  Contributions  Act  and  a  copy 
of  each  statement  furnished. 

(b)  Agricultural  labor,  domestic  serv- 
ice,  and  service  not  in  the  course  of  em¬ 
ployer’s  trade  or  business.  (1)  Every 
employer  who  pays  cash  remimeration 
after  1954  for  the  performance  for  him 
after  1950  of  agricultural  labor  which 
constitutes  or  is  deemed  to  constitute 
employment,  of  domestic  service  in  a 
private  home  of  the  employer  not  on  a 
farm  operated  for  profit,  or  of  service 
not  in  the  course  of  his  trade  or  business 
shall  keep  records  of  all  such  cash  re¬ 
muneration  with  respect  to  which  he 
incurs,  or  expects  to  incur,  liability  for 
the  taxes  imposed  by  the  Federal  In¬ 
surance  Contributions  Act,  or  with  re¬ 
spect  to  which  amounts  equivalent  to 
employee  tax  are  deducted.  Such  rec¬ 
ords  shall  show  with  respect  to  each 
employee  receiving  such  cash  remunera¬ 
tion: 

(1)  The  name  of  the  employee. 

(ii)  The  accoimt  number  of  each  em¬ 
ployee  to  whom  wages  for  such  services 
are  paid  and  such  additional  informa¬ 
tion  as  is  required  when  the  employee 
does  not  advise  the  employer  what  his 
account  number  and  name  are  as  shown 
cm  the  account  number  card  issued  to 
the  employee  by  the  Social  Security 
Administration. 

(iii)  The  amount  of  such  cash  re¬ 
muneration  paid  to  the  employee  (in¬ 
cluding  any  sum  withheld  therefrom  as 
tax  or  for  any  other  reason)  for  agricul¬ 
tural  labor  which  constitutes  or'  is 
deemed  to  constitute  employment,  for 
domestic  service  in  a  private  home  of 
the  employer  not  on  a  farm  operated  for 
profit,  or  for  service  not  in  course  of  the 
employer’s  trade  or  business;  the  calen¬ 
dar  month  in  which  such  cash  remunera¬ 
tion  was  pcdd;  and  the  character  of  the 
services  for  which  such  cash  remunera¬ 
tion  was  paid.  When  the  employer  in¬ 
curs  liability  for  the  taxes  imposed  by 
the  Federal  Insurance  Contributions  Act 
with  respect  to  any  such  cash  remunera¬ 
tion  which  he  did  not  previously  expect 
would  be  subject  to  the  taxes,  the 
amounts  of  any  cash  remuneration  not 
previously  made  a  matter  of  record  shall 
be  determined  by  the  employer  to  the 
best  of  his  knowledge  and  belief. 

(iv)  Hie  amount  of  employee  tax,  or 
any  amount  equivalent  to  employee  tax, 
collected  with  respect  to  such  cash  re¬ 
muneration  and  the  calendar  month  in 
which  coUected. 

(V)  To  the  extent  material  to  a  de¬ 
termination  of  tax  liability,  the  number 
of  days  during  each  calendar  year  after 
.  1956  on*  which  agricultural  labor  which 
constitutes  or  is  denned  to  constitute 
employment  is  performed  by  the  em¬ 
ployee  for  cash  remuneration  c<»nputed 
on  a  time  basis. 

(2)  Every  person  to  whom  a  “crew 
leader”  furnishes  individuals  for  the 
performance  of  agricultural  labor  after 
December  31,  1958,  shall  keep  records 
of  the  name;  permanent  mailing  ad¬ 
dress,  or  if  none,  present  address;  and 
identification  number,  if  any,  of  such 
“crew  leader.” 


Retention  period:  4  years  after  the  due 
date  of  such  tax  for  the  return  period^ 
to  which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
26  CFR  (1954)  31.6001-2  (retention:  26 
CPR  (1954)  31.6001-1) 

4.35  Persons  subject  to  the  Railroad  Re* 
tirement  Tax  Act. 

(a)  Records  of  employers.  (1)  To 
ke^  records  of  all  remuneration 
(whether  in  money  or  in  something 
which  may  be  used  in  lieu  of  money) 
other  than  tips,  paid  to  his  employees 
after  1954  for  services  rendered  to  him 
(including  ‘‘time  lost”)  after  1954.  Such 
records  shall  show  with  respect  to  each 
employee: 

(1)  The  name  and  address  of  the 
employee. 

(ii)  The  total  amount  and  date  of 
each  payment  of  remuneration  to  the 
employee  including  any  sum  withheld 
therefrom  as  tax  or  for  any  other  rea¬ 
son)  and  the  period  of  service  (including 
any  period  of  absence  from  active  serv¬ 
ice)  covered  by  such  pasnnent. 

(iii)  The  amount  of  such  remunera¬ 
tion  pasmient  with  respect  to  which  the 
tax  is  imposed. 

(iv)  The  amount  of  employee  tax  col¬ 
lected  with  respect  to  such  payment, 
and,  if  collected  at  a  time  other  than  the 
time  such  payment  was  made,  the  date 
collected. 

(v)  If  the  total  pasmient  of  remunera¬ 
tion  and  the  amount  thereof  with  re¬ 
spect  to  which  the  tax  is  imposed  are 
not  equal,  the  reason  therefor. 

(2)  The  employer  shall  keep  records 
of  the  details  of  each  adjustment  or 
settlement  of  taxes  under  the  Railroad 
Retirement  Tax  Act. 

(b)  Records  of  employee  representa¬ 
tives.  Every  individual  liable  for  em¬ 
ployee  representative  tax  under  the  Rail¬ 
road  Retirement  Tax  Act  shall  keep  rec¬ 
ords  of  all  remuneration  (whether  in 
money  or  in  something  which  may  be 
used  in  lieu  of  money)  paid  to  him  after 
1954  for  services  rendered  (including 
‘‘time  lost”)  by  him  as  an  employee  rep¬ 
resentative  after  1954.  Such  record  shall 
show: 

(1)  The  name  and  address  of  each 
employee  organization  employing  him. 

(2)  The  total  amoimt  and  date  of  each 
pa3unent  of  remimeration  for  services 
rendered  as  an  employee  representative 
(including  any  sum  withheld  therefrom 
as  tax  or  for  any  other  reason)  and  the 
period  of  service,  including  any  period 
of  absence  from  active  service,  covered  by 
such  payment. 

(3)  The  amount  of  such  remuneration 
pasrment  with  respect  to  which  the  em¬ 
ployee  representative  tax  is  imposed. 

(4)  If  the  total  payment  of  remunera¬ 
tion  and  the  amount  thereof  with  respect 
to  which  the  employee  representative 
tax  is  imposed  are  not  equal,  the  reason 
therefor. 

Retention  period:  4  years  after  the  due 
date  of  such  tax  for  the  return  period 
to  which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
26  CFR  (1954)  31.6001-3  (retention:  26 
CFR  (1954)  31.6001-1). 


4.36  Employers  subject  to  tax  under  the 
Federal  Unemployment  Tax  Act. 

(a)  Records  of  employers.  To  keq) 
such  records  as  are  necessary  to  estab¬ 
lish: 

(1)  The  total  amount  of  remunera¬ 
tion  (including  any  sum  withheld  there¬ 
from  as  tax  or  for  any  other  reason) 
paid  to  his  employees  during  the  calen¬ 
dar  year  for  services  performed  after 
1938. 

(2)  The  amount  of  such  remunera¬ 
tion  which  constitutes  wages  subject  to 
the  tax. 

(3)  The  amount  of  contributions  paid 
by  him  into  each  State  unemployment 
fund,  with  respect  to  services  subject  to 
the  law  of  such  State,  showing  sepa¬ 
rately  (i)  pa3mients  made  and  neither 
deducted  nor  to  be  deducted  from  the 
remuneration  of  his  employees,  and  (ii) 
payments  made  and  deducted  or  to  be 
deducted  from  the  remuneration  of  hit 
employees.  • 

(4)  The  information  required  to  be 
shown  on  the  prescribed  return  and  the 
extent  to  which  the  employer  is  liable 
for  the  tax. 

(5)  If  the  total  remuneration  paid 
and  the  amount  thereof  which  is  subject 
to  the  tax  are  not  equal,  the  reason 
therefor. 

(6)  To  the  extent  material  to  the  de¬ 
termination  of  a  tax  liability,  the  dates, 
in  each  calendar  quarter,  on  which  each 
employee  performed  services  not  in  the 
course  of  ^  the  employer’s  trade  or  busi¬ 
ness,  and ‘the  amount  of  cash  remunera¬ 
tion  paid  at  any  time  for  such  services 
performed  within  such  quarter. 

The  term  ‘‘remuneration,”  as  used  In 
this  paragraph,  includes  all  payments 
whether  in  cash  or  in  a  medium  other 
than  cash,  except  that  the  term  does 
not  include  payments  in  a  medium  other 
than  cash  for  services  not  in  the  course 
of  the  employer’s  trade  or  business. 

(b)  Records  of  persons  who  are  not 
employers.  Any  person  who  employs 
individuals  in  emplo3anent  during  any 
calendar  year  but  who  considers  that  he 
is  not  an  employer  subject  to  the  tax 
shall,  with  respect  to  each  such  year, 
prepared  to  establish  by  proper  records, 
(including,  where  necessary,  records  of 
the  number  of  employees  employed  each 
day)  that  he  is  not  an  employer  subject 
to  the  tax. 

Retention  period:  4  years  after  the 
due  date  of  such  tax  for  the  return  period 
to  which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
26  CPR  (1954)  31.6001-4  (retention:  26 
CFR  (1954)  31.6001-1) 

4.37  Employers  required  to  deduct  and 

withhold  income  tax  on  wages  paid. 

% 

(a)  Every  employer  required  to  deduct 
and  withhold  income  tax  upon  the  wages 
of  employees  shall  keep  records  of  all 
remuneration  paid  to  such  employees. 
Such  records  shall  show  with  respect 
to  eaoh  employee: 

(1)  The  name  and  address  of  the  em¬ 
ployee. 

(2)  The  total  amount  and  date  of 
each  pasfinent  of  remuneration  (includ¬ 
ing  any  sum  withheld  therefrom  as  tax 
or  for  any  other  reason)  and  the  period 
of  services  covered  by  such  payment. 
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(3)  Tlie  amount  of  such  remuneration 
payment  which  constitutes  wages  sub¬ 
ject  to  withholding. 

(4)  The  amount  of  tax  collected  with 
respect  to  such  remuneration  payment 
and.  if  collected  at  a  time  other  than  the 
time  such  payment  was  made,  the  date 
collected. 

(5)  If  the  total  remuneration  pay¬ 
ment  and  the  amount  thereof  which  is 
taxable  are  not  equal,  the  reason  there¬ 
for. 

(6)  Copies  of  any  statements  fm:- 
nlshed  by  the  employee  relating  to  per¬ 
manent  residents  of  the  Virgin  Islands. 

(7)  Copies  of  any  statements  fur¬ 
nished  by  the  employee  relating  to  non¬ 
resident  alien  individuals  who  are  resi¬ 
dents  of  a  contiguous  country. 

(8)  Copies  of  any  statements  fur¬ 
nished  by  the  employee  relating  to  resi¬ 
dence  or  physical  presence  in  a  foreign 
country. 

(9)  Copies  of  any  statements  fur¬ 
nished  by  the  employee  relating  to  cit¬ 
izens  resident  in  Puerto  Rico. 

(10)  The  fair  market  value  and  date 
of  each  payment  of  noncash  remunera¬ 
tion,  made  to  an  employee  after  August 
9,  1955,  for  services  performed  as  a  re¬ 
tail  commission  salesman,  with  respect 
to  which  no  inc<Hne  tax  is  withheld. 

(11)  With  respect  to  payments  made 
in  1955  under  a  wage  continuation  plan, 
the  records  required  to  be  kept  in  respect 
of  such  payments  must  (i)  separately 
show  the  amounts  of  such  payments, 
and  distinguish  such,  amounts  from  all 
other  payments,  and'  (ii)  establish  the 
facts  necessary  to  show  that  the  em¬ 
ployee  is  entitled  to  the  exclusion,  either 
by  means  of  a  written  statement  from 
the  employee  as  to  the  injury,  illness,  or 
hospitalization,  or  by  any  other  infor¬ 
mation  which  the  employer  believes  to 
be  accurate  and  which  he  is  willing  to 
accept. 

(12)  With  respect  to  pasrments  made 
directly  by  an  employer  after  December 
31, 1955,  under  a  wage  continuation  plan, 
the  records  must  show  (i)  the  beginning 
and  ending  dates  of  each  period  of  ab¬ 
sence  from  work  for  which  any  such 
payment  was  made;  and  (ii)  sufiScient 
information  to  establish  the  amount  and 
weekly  rate  of  each  such  pajmient. 

(13)  The  withholding  exemption  cer¬ 
tificates  (Form  W-4)  filed  with  the  em¬ 
ployer  by  the  employee. 

(14)  The  agreement,  if  any,  between 
the  employer  and  the  employee  for  the 
withholding  of  additional  amoimts  of 
tax. 

(15)  To  the  extent  material  to  a  de¬ 
termination  of  tax  liability,  the  dates, 
in  each  calendar  quarter,  on  which  the 
employee  perform^  services  not  in  the 
course  of  the  employer’s  trade  or  busi¬ 
ness,  and  the  amount  of  cash  remunera¬ 
tion  paid  at  any  time  for  such  services 
performed  within  such  quarter. 

The  term  “remuneration,”  as  used  in 
this  paragraph,  includes  all  payments 
whether  in  cash  or  in  a  medium  other 
than  cash,  except  that  the  term  does  not 
I  include  payments  in  a  medium  other 
^  than  cash  for  services  not  in  the  course 
of  the  employer’s  trade  or  business. 

(b)  The  employer  shall  keep  records 
of  the  details  of  each  adjustment  or  set¬ 
tlement  of  income  tax  withheld. 


Retention  period:  4  years  after  the  due 
date  of  such  tax  for  the  return  period  to 
which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  later.  26 
CFR  (1954)  31.6001-5  (retention:  26 
CFR  (1954)  31.6001-1) 

4.38  Employers  required  to  deduct  and 
withhold  income  tax  on  wages  paid. 

To  keep  records  with  respect  to  pay¬ 
ments  (sick  pay)  made  directly  by  the 
employer  to  his  employees  after  Decem¬ 
ber  31,  1955,  under  a  wage  continuation 
plan  showing,  with  respect  to  each  em¬ 
ployee,  the  beginning  and  ending  dates 
of  each  period  of  absence  from  work  for 
which  any  such  payment  was  made,  and 
sufficient  information  to  establish  the 
amount  and  weekly  rate  of  each  such 
payment;  and,  to  the  extent  that  income 
tax  is  not  withheld  on  the  amount  of  any 
such  payment  excludable  from  the  gross 
income  of  the  employee,  the  amount  of 
the  pa3rment  and  the  excludable  portion 
thereof,  and  data  substantiating  the  em¬ 
ployee’s  entitlement  to  the  exclusion 
from  gross  income. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
administration  of  any  internal  revenue 
law.  26  CFR  (1954)  31.3401  (a) -1, 

31.6001- 5  (retention:  26  CFR  (1954) 

1.6001- 1) 

4.39  Persons  required  to  withhold  tax 
on  nonresident  aliens,  foreign  corpo¬ 
rations,  and  tax-free  covenant 
bonds  on  payments  of  income  made 
on  and  after  January  1,  1957. 

To  keep  copies  of  Forms  1042  and 
1042S. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  rev¬ 
enue  law.  26  CFR  (1954)  1.1461-2  (re¬ 
tention:  26  CFR  (1954)  1.6001-1) 

EbcasE  Tax 

4.40  Persons  required  to  collect  and  ac¬ 
count  for  admissions  and  cabaret 
taxes. 

(a)  Admissions.  (1)  To  keep  the  por¬ 
tions  of  the  tickets  taken  up  by  them. 

Retention  period:  Not  less  than  six 
months.  26  CFR  101.18 

(2)  To  keep  a  copy  of  the  statement 
of  the  numbers  of  obsolete  and  unusable 
tickets  destroyed,  their  denominations, 
and  all  other  pertinent  information. 

Retention  period:  Not  specified.  26 
CFR  101.18 

(3)  To  keep  substantially  in  accord¬ 
ance  with  the  form  outlined  in  the  regu¬ 
lations  an  accurate  daily  record  of  ad¬ 
missions  to  all  classes,  including  free  or 
complimentary  tickets  or  admissions  and 
reduced  rate  admissions;  a  classified 
daily  record  showing  as  to  each  class  of 
tickets  sold  all  figures  and  other  infor¬ 
mation  necessary  to  determine  the 
amoimt  of  tax  due  for  the  day,  and  due 
as  charges  in  excess  of  established  price 
for  the  day;  to  keep  sworn  copies  of 
management  reports  attached  to  and 
made  a  part  of  the  records  for  the  period 
covered  thereby. 

Retention  period:  4  years  from  the 
date  the  tax  became  due.  26  CFR  101.32 

(b)  Cabarets.  (1)  To  keep  waiters’ 
checks  or  bills  or  cash  register  tapes 


where  the  passing  on  of  the  tax  to  pa¬ 
trons  is  evidenced  by  entries  thereon. 

Retention  period:  Not  less  than  6 
months.  26  CFR  101.18, 101.32 

(2)  Tq  keep  adequate  and  sufficient 
records  with  respect  to  the  operations 
for  each  day  on  which  public  perform¬ 
ances  are  held  showing  receipts  from 
charges  paid  by  all  patrons  entitled  to 
be  present  during  any  part  of  the  per¬ 
formance,  and  the  tax  due. 

Retention  period:  4  years  from  the 
date  the  tax  became  due.  26  CFR  101.32 

(c)  Duplicate  returns,  credits,  and 
abatements  or  refunds.  A  duplicate 
copy  of  the  returns  shall  be  retained  and, 
for  all  credits  taken  and  all  abatements 
or  refimds  claimed,  complete  and  de¬ 
tailed  records  shall  be  maintained. 

Retention  period:  For  duplicate  re¬ 
turns — 4  years  from  the  time  tax  became 
due;  for  credits — 4  years  from  the  date 
return  is  filed  on  which  the  credit  is 
taken;  and  for  abatements  or  refunds — 
4  years  from  date  claim  is  filed.  26  CFR 
101.32, 101.33, 101.41, 101.42 

4.41  Social,  athletic,  or  sporting  club  or 
organization  reffuired  to  collect  the 
tax  on  dues  or  initiation  fees. 

To  keep  up-to-date  records  showing 
the  names  and  addresses  of  its  members 
of  each  class,  the  amounts  they  have 
paid  as  dues,  membership  fees,  or  assess¬ 
ments,  the  tax,  and  the  dates  paid,  to  the 
club  or  others  as  a  prerequisite  to  mem¬ 
bership.  To  also  keep  a  record  in  which 
shall  be  entered  each  day  (a)  under  the 
head  of  “Life  membership”  (1)  the  num¬ 
ber  of  life  members  from  whom  a  life- 
membership  tax  has  been  collected  on 
that  day,  and  (2)  the  total  amount  of 
tax  so  collected;  and  (b)  under  the  head 
of  each  other  class  of  membership  (1) 
the  munber  of  members  of  that  class 
paying  on  that  day  dues  or  membership 
fees  or  initiation  fees,  (2)  the  total 
amount  so  paid  by  members  of  that  class, 
and  (3)  the  total  amount  of  tax  collected 
on  such  pasmients.  A  duplicate  copy  of 
the  returns  shaU  be  retained  and,  for  all 
credits  taken  and  all  abatements  or  re¬ 
funds  claimed,  complete  and  detailed 
records  shall  be  maintained. 

Retention  period:  4  years  from  the 
date  the  tax  became  due ;  with  respect  to 
credits,  4  years  from  the  date  return  is 
filed  on  which  the  credit  is  taken;  and, 
with  respect  to  abatements  or  refunds 
claimed,  4  years  from  date  claim  is  filed. 
26  CFR  101.38,  101.39,  101.41,  101.42  ' 

4.42  Persons  making  contracts  of  sale  of 
cotton  for  future  delivery,  and  per¬ 
sons  who  act  in  capacity  of  clearing 
house  or  associations  for  such  trans¬ 
actions. 

To  keep  detailed  records  concerning 
the  contracts  and  parties  thereto  in  ac¬ 
cordance  with  forms  prescribed  in  regu¬ 
lations. 

Retention  period;  Not  less  than  2 
years.  26  CFR  110.8, 110.9, 110.10, 110.11 

4.43  Parties  to  transfers  of  any  inter¬ 
est  in  silver  bullion. 

To  keep  accurate  and  complete  record 
of  every  transfer  of  interest  in  silver  bul¬ 
lion,  and  the  record  of  a  transferee  shall 
be  so  kept  that  oh  a  subsequent  transfer" 
the  actual  cost  to  him  of  the  particular 
interest  transferred  can  be  determined. 
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Retention  period:  4  years  from  the 
date  the  tax  became  due.  26  CFR  112.101 

4.44  Persons  engaged  in  the  business  of 

bujing,  skiing,  or  transferring  stocks 
or  bonds.  » 

To  keep  record  of  each  transaction 
showing  date  of  transaction,  names  of 
all  parties  involved,  number,  names, 
description,  par  and  face  value,  selling 
price  of  stocks,  and  other  related  infor¬ 
mation. 

Retention  period;  3  years  from  the 
time  of  the  transaction.  26  CFR  113.38, 
113.68,  113.150;  26  CFR  (1954)  43.6001-1 

4.45  Members  of  a  stock  exchange  in* 
▼olved  in  transferring  accounts 
through  clearing  houses,  engaged  in 
the  business  of  clearing,  settling,  or 
adjusting  transactions  in  stocks  or 
bonds. 

To  keep  records  of  the  particulars  of 
transactions  transferring  the  accounts 
of  customers  without  change  of  owner¬ 
ship  of  the  securities  of  such  customers, 
wherever  a  clearing  house  carries  upon 
its  sheets  or  records  information  or 
reports  of  such  transactions. 

Retention  period:  3  years  from  the 
time  of  the  related  transaction.  26  CFR 
113.41,  113.71,  113.150;  26  CFR  (1954) 
43.6001-2 

4.46  Members  of  a  securities  exchange 
registered  with  the  Securities  and  Ex¬ 
change  Commission  as  a  national  ex¬ 
change  who  have  appointed  clearing 
houses  for  affixing  stamps. 

To  maintain  in  permanent  form  com¬ 
plete  and  adequate  daily  records,  such  os 
a  blotter  or  similar  book  of  original  entry, 
of  all  transactions  in  stocks  and  bonds, 
whether  taxable  or  not.  including  rights 
to  subscribe  for  or  to  receive  stocks  or 
bonds,  arising  in  the  conduct  of  their 
business,  irresi>ective  of  whether  the 
stocks  or  bonds  are  listed  or  unlisted, 
whether  the  transactions  are  clearable  or 
not.  and  including  transactions  involv¬ 
ing  loans  or  borrowings  of  stocks  or 
bonds,  and  over-the-counter  sales,  show¬ 
ing  with  respect  to  each  transaction  the 
amount  of  tax  payable  or  the  basis  on 
which  exemption  from  tax  is  claimed. 

Retention  period:  3  years  from  the 
date  of  the  transaction.  26  CTR  113.41, 
113.71,  113.150;  26  CFR  (1954)  43.6001-2 

4.47  Clearing  houses  appointed  for  the 

Eurpose  of  affixing  stamps  by  mem- 
ers  of  a  securities  exchange  regis¬ 
tered  with  the  Securities  and  Ex¬ 
change  Commission  as  a  national 
exchange. 

To  keep  in  permanent  form  the  daily 
reports  received  from  its  members,  and 
the  daily  summary  statement  of  the  total 
tax  shown  on  such  reports  (if  one  is 
made). 

Retention  period:  3  years  from  the 
date  of  the  report  or  statement.  26  CFR 
113.41,  113.71,  113.150;  26  C^FR  (1954) 
43.6001-2 

4.48  Persons  having  contnd  or  posses¬ 
sion  of  policies  of  insurance  rein¬ 
surance  issued  by  foreign  insurers. 

To  keep  the  Instrument  of  insurance. 
Retention  period:  3  years  frmn  the 
date  of  issuance  of  the  policy.  26  CTR 
113.107;  26  CFR  (1954)  43.6001-3 


4.49  Persons,  solicitors,  or  brokers  ac¬ 
cepting,  placing,  or  s«diciting  con¬ 
tracts  of  insurance  or  reinsurance  by 
foreign  insurers. 

To  keep  a  record  of  each  policy  or 
other  instrument  subject  to  tax. 

Retention  period:  3  years  from  the 
time  of  the  transaction.  26  CFR  113.109, 
113.150;  26  CFR  (1954)  43.6001-3 

4.50  Persons  required  to  keep  records 
with  respect  to  documentary  stamp 
taxes. 

To  maintain  and  preserve  all  instru¬ 
ments,  memoranda,  books,  or  other 
documents  to  which  documentary  stamps 
have  been  affixed  and  canceled  in  pay¬ 
ment  of  stamp  taxes;  all  certificates  of 
exemption  executed  in  lieu  of  the  pay¬ 
ment  of  stamp  taxes;  and  all  other  rec¬ 
ords  required  by  the  documentary  stamp 
tax  regiilations. 

Retention  period:  4  years  from  the 
time  of  the  related  transaction.  26  CFR 
113.150 

4.51  Persons  recfuired  to  collect  tax  on 
use  of  safe  deposit  boxes. 

To  keep  accurate  records  and  accounts 
of  all  transactions  subject  to  tax  and  evi¬ 
dence  of  the  right  to  exemption  on  any 
such  transaction  in  respect  of  which  tax 
is  no|  collected.  A  complete  and  de¬ 
tailed  record  of  all  credits  taken  and  a 
duplicate  of  the  return  shall  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  is  due,  and,  with  respect 
to  credits,  4  years  from  the  date  of  the 
return  on  which  the  credit  appears.  26 
CFR  130.71, 130.77 

4.52  Carriers  of  petroleum  by  pipe  line. 

To  keep  accurate  records  and  accounts 
showing  (a)  the  daily  volume  of  com¬ 
modities  accepted  for  transportation; 
(b)  daily  run  records  of  the  amount 
taken  into  the  pipe  lines  and  the  amount 
delivered  from  such  lines;  (c)  deduc¬ 
tions  from  acceptances  or  allowances  for 
evaporation,  basic  sediment,  water,  etc.; 
and  (d)  the  charge  per  barrel,  and  the 
total  charge  for  each  movement.  A  com¬ 
plete  and  detailed  record  of  all  credits 
taken  and  a  duplicate  of  the  return  shall 
also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  is  due,  and,  with  respect  to 
credits,  4  years  from  the  date  of  the 
return  on  which  the  credit  appears.  26 
CFR  130.71;  130.77 

4.53  Persons  required  to  collect  taxes  on 
amounts  paid  for  (a)  telegraph,  tele¬ 
phone,  cable,  or  radio  dispatches, 
messages,  or  conversations,  (b)  any 
leased  wire,  or  talking  circuit  special 
service,  or  wire  and  equipment  serv¬ 
ices,  etc.,  or  (c)  any  local  telephone 
services,  etc. 

To  keep  accurate  records  and  accounts 
of  all  such  services  and  facilities  fur¬ 
nished  upon  which  the  tax  is  imposed 
and  evidence  of  the  right  to  exemption 
relative  to  any  such  services  or  facilities 
furnished  in  respect  of  which  tax  is  not 
collected.  A  complete  and  detailed  rec¬ 
ord  of  all  credits  taken  and  a  duplicate 
of  the  return  shall  also  be  kept 

Retention  period:  4  years  from  the 
date  the  tax  is  due;  with  respect  to  evi¬ 
dence  of  the  right  to  exemption,  4  years 


from  the  date  the  tax  would  have  be-  ^ 
come  due  if  applicable;  and,  with  respect 
to  credits,  4  years  from  the  date  of  the 
return  on  wjiich  the  credit  appears.  26  i 
CTFR  130.47,  130.71,  130.77;  26  CFR  j 
(1954)  42.4253-7  I 

4.54  Persons  required  to  collect  taxes 

on  amount  paid  for  the  transporta¬ 
tion  of  persons  and  seating  or  sleep- 
ing  accommodations  in  connection 
therewith.  i 

To  keep  accurate  records  to  show  with  I 
respect  to  each  ticket  or  order  sold  or  j 
fare  collected,  or  other  individual  trans¬ 
action.  the  amount  of  tax  collected  or 
evidence  of  the  right  to  exemption  where 
tsix  is  not  collected.  A  complete  and 
detailed  record  of  all  credits  taken  and 
a  duplicate  of  the  return  shall  also  be 
kept. 

Retention  period;  (a)  Except  as  pro¬ 
vided  in  paragraph  (b)  below,  4  yean 
from  the  date  the  tax  is  due;  with  respect 
to  evidence  of  the  right  to  exemption,  4 
years  from  the  date  the  tax  would  have 
become  due  if  payable;  and.  with  respect 
to  credits,  4  years  from  the  date  of  the 
return  on  which  the  credit  appears.' 

(b)  On  or  after  October  1,  1956,  car¬ 
riers  furnishing  transportation  or  facili¬ 
ties  paid  by  a  State,  a  Territory  of  the 
United  States,  or  any  political  subdivi¬ 
sion  thereof,  or  the  District  of  Columbia, 
shall  retain  all  exemption  certificates 
accepted,  with  the  record  of  services  and 
facilities  rendered  for  a  period  of  at  least 
3  years  from  the  date  the  tax  would  have 
become  due  if  payable.  26  CFR  130.54, 
130.62,  130.71,  130.77;  26  CFR  (1954) 
42.4261-6  (e).  42.4292-1  (b) 

4.55  Persons  engaged  in  the  business  of 
transporting  property  for  hire. 

To  keep  accurate  records  to  show  with 
respect  to  each  individual  transaction 
the  amount  of  tax  collected  or  evidence 
of  the  right  to  exemption  where  tax  is 
not  collected.  A  complete  and  detailed 
record  of  all  credits  taken  and  a  dupli¬ 
cate  of  the  return  shall  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  is  due,  and,  with  respect  to 
credits,  4  years  from  the  date  of  the 
return  on  which  the  credit  appears.  26 
CFR  143.33,  143.34,  143.51,  143.60 

4.56  Persons  who  ship  or  pay  for  trans¬ 
portation  of  shipments  to  points  of 
export. 

To  retain  triplicates  of  Export  Exemp¬ 
tion  Certificates  with  shipping  papers, 
and  documentary  evidence  of  the  expor-  j 
tation  of  property,  such  as  a  copy  of  I 
export  bill  of  lading,  memorandum  from  I 
the  captain  of  the  vessel,  customs  official,  * 
or  foreign  consignee,  shipper’s  export 
declaration,  or  other  evidence  sufficient 
to  establish  the  fact  that  the  property 
has  actually  been  exported.  _ 

Retention  period:  4  years.  26  (IIFR  ^ 
143.33,  143.34 

4.57  Manufacturers  of  smoking  opium. 

To  keep  a  book  conforming  to  Form 
271  which  shall  contain  a  daily  accurate 
account  of  (a)  the  quantity  of  crude 
gum  opium  (including  all  forms,  prepa¬ 
rations,  or  derivatives  suitable  for  manu¬ 
facturing  opUim  for  smoking  purposes)  j 
and  other  materials  purchased  and  sold; 
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(b)  name  and  address  of  purchaser  or 
seller:  (c)  if  articles  are  shipped  or  de¬ 
livered  to  some  other  person,  the  name 
of  such  other  person  and  place  of  de¬ 
livery;  (d)  the  sizes  of  the  packages  and 
number  of  packages  of  each  size  pur¬ 
chased  and  sold;  (e)  the  total  quantity 
of  prepared  smoking  opium  (1)  manu¬ 
factured,  (2)  sold,  (3)  removed  tax  paid, 
and  (f )  the  number  and  value  of  stamps 
purchased  and  used. 

Retention  period:  Permanent.  26  CPR 
150.10 

4.58  Persons  making  application  for 
registry  or  reregistry  as  retail  dealers, 
physicians,  dentists,  veterinary  sur¬ 
geons,  etc.,  manufacturers  of  and 
dealers  in  exempt  preparations,  and 
those  entitled  to  obtain  and  use  nar¬ 
cotics  in  a  laboratory. 

To  keep  the  duplicates  of  inventories 
required  to  be  made  of  the  narcotic  drugs 
and  preparations  on  hand  at  the  time 
of  making  the  inventories. 

Retention  period:  2  years.  26  CFR 
(1954)  151.27 

4.59  Manufacturers  or  producers  of 
packages  containing  one  ounce  or 
more  of  morphine,  cocaine  or  iso- 
nipecaine  or  any  of  their  salts  or 
derivatives,  and  of  packages  contain¬ 
ing  tablets,  pills,  or  preparations  the 
content  of  which  amounts  to  one 
ounce  or  more  of  such  drugs,  and 
wholesale  dealers  disposing  of  such 
packages. 

(a)  Manufacturers  or  producers.  To 
keep  a  record  of  the  individual  identifi¬ 
cation  number  placed  on  each  package 
manufactured  and  produced  together 
with  the  name  and  address  of  the  pur¬ 
chaser,  so  arranged  that  upon  disclosure 
of  the  identification  number  the  identity 
of  the  purchaser  can  be  readily  ascer¬ 
tained. 

(b)  Wholesale  dealers.  To  keep  a 
record  showing  as  to  each  package  dis¬ 
posed  of  the  manufacturer’s  name,  loca¬ 
tion,  and  identification  number,  the 
name  and  address  of  the  purchaser,  and 
the  date  of  disposal,  so  arranged  that 
upon  disclosure  of  the  identity  of  the 
manufacturer  and  the  identification 
number,  the  identity  of  the  purchaser 
can  be  readily  ascertained. 

Retention  period:  Permanent.  26 
CPR  (1954)  151.132 

4.60  Manufacturers,  importers,  produc¬ 
ers,  compounders,  wholesale  dealers 
and  other  authorized  persons  filling 
orders  for  narcotic  drugs. 

To  keep  as  a  pai-t  of  their  permanent 
records  order  forms  for  narcotic  drugs, 
including  orders  of  exempt  ofiBcials. 

Retention  period:  2  years.  26  CPR 
(1954)  151.162, 151.201 

4.61  Registrants  authorized  to  execute 
and  present  order  forms  for  narcotic 
drugs. 

‘  (a)  To  keep  on  file  duplicate  order 
forms. 

(b)  To  keep  on  file  original  and  dupli¬ 
cate  order  forms  which  are  improperly 
executed  or  mutilated  so  as  to  make  them 
unusable. 


(c)  To  keep  on  file  with  the  duplicates 
thereof  original  order  forms  returned 
because  of  improper  preparation. 

(d)  To  keep  on  file  attached  to  the 
duplicates  thereof  original  order  forms 
which  are  not  accepted,  or  cannot  be 
filled,  and  are  returned  with  a  letter  of 
explanation.  The  letter  of  explanation 
is  also  attached  to  the  duplicate. 

(e)  To  file  with  the  duplicates  of  or¬ 
der  forms,  the  unfilled  originals  of  which 
have  been  lost,  the  duplicates  of  second 
orders  and  of  the  affidavits  accompany¬ 
ing  the  second  orders,  and  to  attach,  if 
returned,  the  originals  of  the  first  order 
forms  to  the  duplicates  and  affidavits^ 

Retention  period:  2  years.  26  CJPR 
(1954)  151.162,  151.188,  151.201,  151.202 

4.62  Narcotic  registrants  or  exempt  offi¬ 
cials  purchasing  narcotics  from  court 
officers  under  judicial  proceedings. 

To  retain  duplicates  of  official  order 
forms  or  purchase  orders. 

Retention  period:  2  years.  26  CFR 
(1954)  151.162, 151.475 

4.63  Persons  registered  for  the  purpose 
of  engaging  in  any  activity  involving 
the  use  of  narcotic  drugs. 

To  file  with  their  official  order*  forms 
and  records  receipts  for  samples  of  nar¬ 
cotics  furnished  to  Federal  and  State 
enforcement  officers. 

Retention  period:  Not  less  than  2 
years.  26  CFR  (1954)  151.227 

4.64  Importers,  manufacturers,  produc¬ 
ers,  compounders,  wholesale  dealers, 
and  others  filling  orders  for  narcotic 
drugs  submitted  by  qualified  dealers 
or  practitioners  in  the  Virgin  Islands. 

To  keep  records  in  the  same  manner 
as  in  the  case  of  domestic  sales,  except 
that  in  lieu  of  the  record  of  the  registry 
number  of  the  purchaser,  there  shall  be 
kept  a  record  of  the  date  the  order  was 
approved  by  the  Commissioner  of  Health 
of  the  Virgin'  Islands  and  the  date  the 
order  was  received  by  them. 

Retention  period:  Not  less  than  2 
years.  26  CPR  (1954)  151.243 

4.65  Manufacturers,  importers,  produc¬ 
ers,  and  compounders  of,  and  whole¬ 
sale  dealers  in  taxable  narcotics. 

To  keep  invoices,  original  sales  orders, 
delivery  or  duplicate  sales  slips,  or  other 
papers  or  records  as  may  be  required  to 
evidence  any  unrecorded  purchase,  re¬ 
ceipt,  or  disposition.  Also  manufac- 
tqrers  must  keep  available  such  batch 
tags,  production  orders,  or  other  papers 
as  may  be  required  to  evidence  any  im- 
recorded  quantity  used  or  produced. 

Retention  period:  Until  the  informa¬ 
tion  is  recorded  on  Forms  810  and  811. 
26  CPR  (1954)  151.262,  151.263,  151.264, 
151.479 

4.66  Manufacturers  importing  opium  or 
medicinal  coca  leaves. 

To  keep,  where  factory  procedure  is 
such  that  partial  withdrawals  are  made 
from  individual  containers,  a  complete 
record  of  all  such  withdrawals  on  a  stock 
record  card  attached  to  each  container. 

Retention  period:  Until  the  informa¬ 
tion  Is  recorded  on  Form  163  and  its 
supplements.  26  CFR  (1954)  151.282, 
151.317 


4.67  Manufacturers,  producers,  com¬ 
pounders,  and  importers  of,  and 
wholesale  dealers  in  narcotic  drugs. 

To  retain  on  file  together  with  other 
narcotic  records  duplicate  copies  of  all 
returns,  properly  sworn  to  as  in  the  case 
of  original  copies. 

Retention  period:  Not  less  than  2 
years.  26  CFR  (1954)  151.375 

4.68  Retail  dealers  and  other  persons 
qualified  to  sell  narcotic  drags  at 
retaiL 

To  keep  written  prescriptions  and 
written  records  of  oral  prescriptions  fur 
narcotic  drugs  in  a  separate  file. 

Retention  period:  Not  less  than  2 
years.  26  CFR  (1954)  151.400 

4.69  Physicians,  dentists,  veterinary 
surgeons,  and  other  practitioners  (ip- 
cluding  hospitals  and  institutions). 

To  keep  daily  records  showing  the  kind 
and  quantity  of  narcotics  dispensed  or 
administered,  the  names  and  addresses 
of  persons  to  whom  dispensed  or  admin¬ 
istered,  the  names  and  addresses  of 
persons  upon  whose  authority,  and  the 
purpose  for  which  dispensed  or  admin¬ 
istered.  In  lieu  of  these  records  practi¬ 
tioners  who,  in  their  office  practices,  ad¬ 
minister  minute  quantities  of  narcotics 
in  stock  preparations,  may  keep,  as  to 
such  preparations,  records  of  the  date 
when  each  stock  preparation  is  made  or 
purchased  and  the  date  when  the  prepa¬ 
ration  is  exhausted. 

Retention  period:  Not  less  than  2 
years.  26  CFR  (1954)  151.412,  151.413, 
151.414 

4.70  Manufacturers,  producers,  com¬ 
pounders,  and  vendors  (including 
dispensing  physicians)  of  exempt 
narcotic  preparations. 

To  keep  a  record  in  accordance  with 
the  form  outlined  in  the  regulations  of 
all  sales,  exchanges,  gifts  or  other  dis¬ 
positions  of  exempt  preparations.  Sep¬ 
arate  records  shall  be  kept  of  dispositions 
to  registrants  and  dispositions  to  con¬ 
sumers.  The  record  of  dispositions  to 
registrants  shall  show  the  name,  ad¬ 
dress,  and  registry  number  of  the  reg¬ 
istrant  to  whom  disposed,  the  name  and 
quantity  of  the  preparation,  and  the  date 
upon  which  delivery  to  registrant,  his 
agent  or  a  carrier  is  made.  The  record 
of  dispositions  to  consumers  shall  show 
the  name  of  the  recipient,  his  address, 
the  name  and  quantity  of  the  prepara¬ 
tions,  and  the  date  of  delivery.  Manu¬ 
facturers  of  and  dealers  in  exempt  prep¬ 
arations,  who  also  manufacture  and  deal 
in  taxable  drugs,  are  deemed  in  compli¬ 
ance  with  this  requirement  as  to  records 
if  all  such  dispositions  are  evidenced  by 
vouchers  or  invoices,  which  contain  all 
the  required  information  and  are  kept  in 
a  separate  file  arranged  chronologically. 
Registrants,  supplsdng  exempt  prepara¬ 
tions  to  consumers  pursuant  to  prescrip¬ 
tions  issued  by  registered  physicians,  are 
deemed  in  compliance  with  the  require¬ 
ment  as  to  records  of  dispositions  to  con¬ 
sumers  if  each  such  prescription  shows 
the  name  and  address  of  the  recipient, 
the  name  and  quantity  of  the  prepara¬ 
tion,  and  the  date  of  filing,  and  the 
prescriptions  are  kept  on  the  narcotic 
prescription  file. 
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Retention  period:  Not  less  than  2 
years.  26  CFR  (1954)  151.426 

4.71  Laboratories  using  narcotics. 

To  keep  complete  records  of  receipts, 
disposals,  and  stocks  on  hand,  of  all  nar* 
cotic  drugs  and  preparations;  to  keep 
duplicate  copies  of  official  order  forms 
used  to  obtain  narcotic  drugs;  to  keep 
the  original  of  the  return  of  inventory 
the  duplicate  of  which  is  forwarded  to  the 
district  director;  and  to  keep  a  special 
record  in  accordance  with  the  form  out¬ 
lined  in  the  regulations  showing  date, 
kind,  and  quantity  of  narcotic  drug  or 
preparation  used,  the  particular  pur> 
pose  or  object  of  such  use.  and  the  iden¬ 
tification  and  disposition  of  the  narcotics 
or  resulting  products  or  residues  so  used, 
showing  the  date,  quantity  of  resulting 
products  or  residues,  and  manner  of 
disposition. 

Retention  period:  Not  less  than  2 
years  from  date  of  last  transaction 
shown  therein.  26  CPR  (1954)  151.441 

4.72  Laboratories  transferring  and  re¬ 
ceiving  narcotic  drugs  for  chemical 
or  pharmacological  tests. 

(a)  Transferors.  To  keep  on  file  with 
the  official  order  form  or  with  the  order 
and  exempt  certificate,  as  the  case  may 
be,  the  writen  approval  of  the  Commis¬ 
sioner  of  Narcotics  to  the  transfer  of  an 
iq)propriate  quantity  of  a  narcotic  drug 
to  another  qualified  registrant  or  to  an 
exempt  official  for  the  purpose  of  having 
the  desired  tests  made. 

(b)  Transferees.  To  keep  a  record  of 
such  drugs  used  and  disposed  of  in  the 
manner  described  in  item  4.69  above  with 
additional  data,  in  the  case  of  pharma¬ 
cological  tests,  accoimting  for  quantities 
dispensed  to  humans  and  animals.  A 
copy  of  the  report  to  the  transferor  of 
the  results  of  the  tests  made,  if  such  re¬ 
port  includes  data  from  which  a  com¬ 
plete  accounting  for  the  narcotic  drug 
used  and  disposed  of  can  be  ascertained, 
may  be  kept  on  file  by  the  transferee  as 
the  special  record  required. 

Retention  period:  Not  less  than  2  years 
from  the  date  of  the  last  transaction 
therein.  26  CFR  (1954)  151.443 

4.73  Persons  required  to  make  state¬ 
ments  with  respect  to  narcotics  lost 
or  destroyed. 

(a)  Persons  having  title  to  narcotics 
lost  or  destroyed  through  breakage  of 
container  or  other  accident,  other  than 
in  transit.  To  retain  a  copy  of  state¬ 
ment,  forwarded  to  narcotic  district 
supervisor,  as  to  kinds  and  quantities  of 
narcotics  lost  or  destroyed  and  the  cir¬ 
cumstances  involved. 

(b)  Consignees  of  narcotics  lost  by 
theft,  or  otherwise  lost  or  destroyed  in 
transit.  To  retain  a  copy  of  the  signed 
statement  of  the  facts,  filed  with  the 
narcotics  district  supervisor  immediately 
upon  ascertainment  of  the  occurrence, 
including  a  list  of  the  narcotics  stolen, 
lost,  or  destroyed,  and  documentary  evi¬ 
dence  that  the  local  authorities  were 
notified. 

Retention  period;  Not  less  than  2 
years.  26  CFR  (1954)  151.472 


4.74  Persons  desiring  to  discontinue  a 
business,  involving  the  use  of  nar¬ 
cotic  drugs,  on  any  date  other  than 
June  30. 

To  retain  on  file  with  narcotic  records 
special-tax  stamps  returned  by  district 
director  after  being  marked  “Business 

discontinued”  with  the  date.  _ 

Retention  period:  2  years.  26  CFR 
(1954)  151.473 

4.75  Narcotic  registrants  disposing  of 
excess  or  undesired  narcotics. 

To  retain  duplicate  copy  of  inventories 
of  excess  or  undesired  narcotics  shipped 

to  narcotic  district  supervisor.  _ 

Retention  period:  2  years.  26  CFR 
(1954)  151.474 

4.76  Applicants  for  registry  required  to 
submit  inventories  of  marihuana  and 
preparations  thereof  on  hand. 

To  keep  duplicates  of 'inventories  re¬ 
quired  to  be  made  of  marihuana  and 
preparations  thereof  on  hand  at  the  time 

of  making  such  inventories.  _ 

Retention  period:  2  years.  26  CFR 
152.8 

4.77  Transferors  and  transferees  of 
marihuana. 

(a)  Transferors.  To  preserve  '  the 
originals  of  order  forms  for  marihuana. 

(b)  Transferees.  To  preserve  the  du¬ 
plicates  of  order  forms  for  marihuana. 

Retention  period:  2  years.  26  CFR 
152.49 

4.78  Physicians,  dentists,  veterinary  sur¬ 
geons,  hospitals,  sanatoriums,  medi¬ 
cal  schools,  and  other  practitioners 
dispensing  or  administering  mari¬ 
huana  to  patients. 

To  keep  daily  records  showing  the  kind 
and  quantity  of  marihuana  dispensed 
or  administered,  the  name  and  address 
of  each  person  to  whom  dispensed  or 
administered,  the  name  and  address  of 
the  person  under  whose  authority  the 
marihuana  is  dispensed  or  administered 
and  the  purpose  for  which  it  is  dispensed 
or  administered. 

Retention  period:  2  years.  26  CFR 
152.53, 152.54 

4.79  Dealers  filling  marihuana  prescrip¬ 
tions. 

To  keep  marihuana  prescriptions  in  a 
separate  file.  Dealers  registered  under 
the  Harrison  Narcotics  Law,  as  amended, 
as  retail  -  dealers,  who  keep  marihuana 
prescriptions  on  the  narcotic  prescrip¬ 
tion  file,  will  be  deemed  in  compliance 
with  this  provision. 

Retention  period:  2  years.  26  CPR 
152.64 

4.80  Transferors  and  transferees  of  un¬ 
sterilized.  marihuana  seeds  or  the 
plant  Cannabis  sativa  L. 

To  keep  records  covering  dispositions 
and  receipts  of  such  seeds  or  such  plant. 

Retention  period:  2  years.  26  CFR 
152.68,  152.68a,  152.78 

4.81  Persons  required  to  render  returns 
with  respect  to  marihuana. 

To  retain  duplicates  of  such  returns. 
Retention  period':  2  years.  26  CFR 
152.75,  152.78 


4.82  Persons  registered  to  obtain  mari¬ 
huana  for  laboratory  use. 

To  keep  complete  records  relating  to 
the  receipt,  disposal,  and  stock  on  hand 
of  all  marihuana ;  to  keep  in  accordance 
with  the  form  outlined  in  the  regulations 
a  special  record  showing  the  date,  the 
quantity  and  kind  of  marihuana  used, 
the  particular  purpose  or  object  of  such 
use,  and  also  showing  as  to  the  resulting 
product  or  residue,  the  date,  quantity 
and  kind,  and  manner  of  disposition. 

Retention  period:  2  years.  26  CFR 
152.77,  152.78 

4.83  Persons  registered  to  process  the 
Cannabis  sativa  L  plants  and  parts 
thereof  for  the  purpose  of  extracting 
any  fiber  or  fiber  products  there¬ 
from. 

To  keep  in  accordance  with  the  form 
outlined  in  the  regulations  complete  rec¬ 
ords  relating  to  the  receipt,  disposal,  and 
stock  on  hand,  of  all  such  plants  and 
parts  thereof  and  products  therefrom. 

Retention  period:  2  years.  26  CFR 
152.77a,'  152.78 

4.84  Persons  taxable  under  the  Mari¬ 
huana  Tax  Act. 

To  retain  all  order  forms,  duplicate 
forms,  prescription  records,  returns,  and 
inventories  required  to  be  kept  on  file.  - 

Retention  period:  2  years.  26  CFR 
152.78 

4.85  Persons  required  to  make  state¬ 
ments  with  respect  to  marihuana  lost 
or  destroyed. 

(a)  Persons  having  title  to  marihuana 
lost  or  destroyed  through  breakage  of 
container  or  other  accident,  other  than  in 
transit.  To  keep  a  copy  of  affidavit,  for¬ 
warded  to  narcotic  district  supervisor,  as 
to  the  kind  and  quantity  of  marihuana 
items  lost  or  destroyed  and  the  circum¬ 
stances  involved. 

(b)  Consignees  of  marihuana  lost  by 
theft,  or  otherwise  lost  or  destroyed  in 
transit.  To  retain  a  copy  of  the  sworn 
statement  of  the  facts,  filed  with  the  nar¬ 
cotic  district  supervisor  immediately 
upon  ascertainment  of  the  occurrence, 
including  a  list  of  marihuana  items 
stolen,  lost,  or  destroyed,  and  documen¬ 
tary  evidence  that  the  local  authorities 
were  notified. 

Retention  period:  Not  less  than  2 
years.  26  CFR  152.97 

4.86  Persons  desiring  to  discontinue  a 
business,  involving  the  use  of  mari¬ 
huana,  on  any  date  other  than 
June  30. 

To  retain  on  file  with  marihuana  rec¬ 
ords  special-tax  stamps  returned  by  dis¬ 
trict  director  after  being  marked  “Busi¬ 
ness  discontinued”  with  the  date. 

Retention  period:  2  years.  26  CTR 
152.98 

4.87  Marihuana  registrants  disposing  of 
excess,  undesirable,  or  useless  mari¬ 
huana. 

To  retain  copies  of  inventories  of 
excess,  imdesirable,  or  useless  marihuana 
shipped  to  narcotic  district  supervisor. 

Retention  period:  2  years.  26  CFR 
152.98 
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4.88  Manufacturers  of  white  phos¬ 
phorus  matches. 

To  keep  a  daily  record  on  a  prescribed 
form  showing  the  total  of  each  material 
used  each  day  and  the  total  number  of 
matches  produced,  and  the  number  of 
stamped  packages  and  original  packages 
in  which  packed,  also  the  total  number 
of  stamped  packages  and  original  pack¬ 
ages,  together  with  the  total  number  of 
matches  disposed  of  each  day.  To  also 
keep  the  names  of  customers  to  whom 
matches  are  consigned  and  the  quantities 
so  sold. 

Retention  period:  Not  specified.  26 
CFR  300.20.  300.23 

4.89  Manufacturers  of  filled  cheese. 

To  keep  a  daily  record  of  the  number  of 
pounds  of  each  material  used  by  him  in 
the  manufacture  of  filled  cheese  and  the 
number  of  pounds  of  each  such  kind  of 
material  used  for  purposes  other  than 
the  manufacture  of  filled  cheese;  the 
number  of  taxable  poimds  of  filled  cheese 
produced;  the  number  of  taxable  pounds 
of  filled  cheese  disposed  of  in  each  in¬ 
stance,  name  of  person  to  whom  shipped 
or  delivered,  date  of  shipment  or  de- 
Uvery,  and  the  address  to  which  sent; 
the  number  of  taxable  pounds  of  filled 
cheese  returned  to  the  factory  in  each  in¬ 
stance,  name  of  person  by  whom  re¬ 
turned,  date  of  receipt,  and  address  from 
which  returned;  the  number  of  taxable 
pounds  of  filled  cheese  reworked, 
dumped,  or  destroyed;  and  the  total 
values  of  filled-cheese  stamps  purchased 
and  used.  A  duplicate  of  the  return 
shall  also  be  kept. 

Retention  period:  4  years.  26  CFR 
301.22, 301.23 

4.90  Wholesale  dealers  in  filled  cheese. 

To  keep  a  daily  record  of  the  number 
of  pounds  in  each  consignment  received 
by  him,  giving  the  name  and  address  of 
the  consignor  and  date  of  receipt;  and 
the  number  of  pounds  disposed  of  in  each 
Instance,  name  of  person  to  whom 
shipped  or  delivered,  date  of  shipment  or 
delivery,  and  address  to  which  sent.  A 
duplicate  of  the  return  shall  also  be  kept. 

Retention  period:  4  years.  26  CFR 
301.32. 301.33 

4.91  Owners  or  consignees  of  import^ 
playing  cards. 

To  keep  copy  of  receipted  order  (Form 
923)  for  purchase  of  stamps  for  pay¬ 
ment  of  tax  on  imported  playing  cards. 

Retention  period:  3  years  following 
the  close  of  the  year  in  which  the  stamps 
were  purchased.  26  CFR  305.19 

4.92  Importers  of  playing  cards. 

To  keep  copy  of  receipted  order  form 
for  tax  stamps  in  pa3mient  of  tax  on 
imported  playing  cards,  showing  name 
and  address  of  person  by  whom  imported, 
name  of  foreign  country,  quantity  of 
cards  imported,  number  and  value  of 
stamps,  and  total  value  of  all  stamps. 

Retention  period:  3  years  following 
the  close  of  the  year  in  which  the  stamps 
were  purchased.  26  CFR  305.19 

4.93  Processors  of  coconut  and  other 
vegetable  oils. 

To  keep  on  file  accurate  records  and 
accounts  (and  in  detail  as  specified)  with 
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respect  to  such  processing.  A  separate 
record  must  be  kept  for  each  plant  where 
oil  or  oils  are  processed.  A  complete 
and  detailed  record  of  each  overpayment, 
for  which  claim  for  refund  or  credit  is 
filed,  must  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  became  due,  and,  with  re¬ 
spect  to  overpasnnents,  4  years  from  the 
date  a  claim  for  credit  or  refund  has 
been  filed.  26  CFR  306.8, 306.19 

4.94  Manufacturers  of  adulterated  and 
process  or  renovated  butter. 

(a)  To  keep  records  showing  (1)  the 
number  of  pounds  of  each  material  or 
ingredient  used  in  the  production  of 
adulterated  and  process  or  renovated 
butter,  and  the  number  of  pounds  of 
such  materials  used  for  other  purposes, 
(2)  the  number  of  pounds  of  adulterated 
and  process  or  renovated  butter  pro¬ 
duced,  (3)  the  number  of  pounds  in  each 
lot  disposed  of,  the  name  of  the  con¬ 
signee,  the  address  to  which  delivered, 
and  the  date  of  shipment,  (4)  the  num¬ 
ber  of  pounds  in  each  lot  returned  to  the 
factory,  the  name  of  the  person  by  whom 
returned,  the  address  from  which  re¬ 
turned,  and  the  date  of  receipt,  (5)  the 
number  of  pounds  reworked,  disposed  of 
as  grease,  or  otherwise  destroyed.  (6) 
the  total  value  of  adulterated  and  process 
or  renovated  butter  tax  stamps  pur¬ 
chased  and  used. 

(b)  To  record  (1)  sample  packages  of 

taxpaid  adulterated  and  process  or  reno¬ 
vated  butter  distributed  gratuitously  in 
the  same  manner  as  adulterated  and 
process  or  renovated  butter  which  is  sold, 
(2)  transfers  by  a  manufacturer  to  him¬ 
self  as  a  wholesale  or  retail  dealer  in  the 
same  manner  as  a  transfer  to  another 
person,  (3)  deliveries  of  adulterated  and 
process  or  renovated  butter  to  each  ad¬ 
dress  separately,  where  one  person  is  do¬ 
ing  business  at  different  places,  as  in  the 
case  of  chain  stores,  (4)  shipments  of 
adulterated  and  process  or  renovated 
butter  to  one  person  on  the  order  of 
another  person  in  the  name  and  address 
of  the  consignee,  followed  by  “acc’t  of” 
and  the  name  and  address  of  the  person 
for  whose  accoimt  the  shipment  was 
made,  but  not  consignments  on  orders  in 
the  names  of  agents,  solicitors,  or  other 
persons  transmitting  an  order  for  an¬ 
other  party.  Carbon  duplicates  of  com¬ 
plete  returns  and  copies  of  certificates 
executed  by  officer  supervising  the  dump¬ 
ing  and  repacking  of  adulterated  and 
process  or  renovated  butter  shall  also  be 
retained.  _ 

Retention  period:  4  years.  26  CFR 
310.109, 310.123 

4.95  Wholesale  dealers  in  adulterated 
and  process  or  renovated  butter. 

(a)  To  keep  records  showing  (1)  the 
number  of  pounds  in  each  consignment 
of  adulterated  and  process  or  renovated 
butter  received,  the  name  and  address  jf 
the  consignor,  and  the  date  of  receipt, 
and  (2)  the  number  of  pounds  in  each 
lot  disposed  of,  the  name  of  the  con¬ 
signee,  the  address  to  which  delivered, 
and  the  date  of  shipment. 

(b)  To  record  (1)  sample  packages  of 
taxpaid  adulterated  and  process  or  reno¬ 
vated  butter  received  and  disposed  of 
gratuitously  in  the  same  manner  as 


adulterated  and  process  or  renovated 
butter  which  is  purchased  and  sold,  (2) 
transfers  by  a  wholesale  dealer  to  himself 
as  a  retail  dealer  in  the  same  manner  as 
a  sale  to  another  person,  (3)  deliveries  of 
adulterated  and-  process  or  renovated 
butter  to  each  address  separately,  where 
one  person  is  doing  business  at  different 
places,  as  in  the  case  of  chain  stores,  (4) 
shipments  of  adulterated  and  process  or 
renovated  butter  to  one  person  on  the 
order  of  another  person  in  the  name  and 
address  of  the  consignee  followed  by 
“acc’t  of”  and  the  name  and  address  of 
the  person  giving  the  order,  but  not  re¬ 
ceipts  of  adulterated  and  process  or 
renovated  butter  which  a  wholesale 
dealer  orders  delivered  direct  to  a  third 
party,  nor  consignments  in  the  name  of 
agents,  solicitors,  or  other  persons  trans¬ 
mitting  orders  for  other  parties,  (5)  re¬ 
turns  of  adulterated  and  process  or 
renovated  butter  by  customers  separately 
from  other  receipts,  returns  of  adul¬ 
terated  and  process  or  renovated  butter 
to  manufacturers  or  other  wholesale 
dealers  separately  from  other  disposals, 
and  sales  (ff  repossessed  goods  with  other 
disposals.  Carbon  duplicates  of  returns 
shall  also  be  retained. 

Retention  period:  4  years.  26  CFR 
310.115,  310.127 

4.96  Persons  wbo  manufacture  manu¬ 
factured  sugar. 

(a)  To  keep  an  accurate  record  of  the 
manufacturing  done  by  them,  separately 
at  and  for  each  place  where  the  manu¬ 
facturing  is  done,  showing  (1)  the  quan¬ 
tity  of  manufactured  sugar  and  other 
sugar  on  hand  at  the  beginning  of,  re¬ 
ceived  during,  and  on  hand  at  the  end  of 
the  month,  (2)  the  quantity  of  manu¬ 
factured  sugar  produced,  sold,  and  used 
in  the  production  of  other  articles  for- 
sale  during  the  month,  and  (3)  the 
polariscopic  test  or  total  sugars  of  each 
grade  and  type  of  sugar  and  manufac¬ 
tured  sugar. 

(b)  Records  shall  contain  sufficient  in¬ 
formation  to  enable  Commissioner  to  de¬ 
termine  amount  of  tax  due,  and  shall  be 
kept  of  all  transactions  involved  in  any 
way  in  any  claim  or  deduction  based 
upon  an  exemption,  or  in  connection 
with  any  claim  for  payment,  refund, 
credit,  or  abatement. 

Retention  period:  4  years.  26  CFR 
312.504 

4.97  Persons  required  to  file  returns  and 
pay  tax  on  the  sale  or  use  of  gasoline, 
lubricating  oil,  or  matches. 

To  keep  accurate  and  complete  rec¬ 
ords,  including  accounts  with  respect  to 
sales  or  use  of  gasoline,  lubricating  oil, 
or  matches.  Duplicates  of  returns,  sup¬ 
porting  information  with  respect  to 
exempt  or  taxfree  sales,  and  complete 
and  detailed  records  of  overpayments, 
for  which  credit  is  taken  or  refund  is 
claimed,  must  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  became  due,  or,  in  the  case 
of  exempt  or  tax-free  sales,  4  years  from 
the  last  day  of  the  month  immediately 
following  that  in  which  the  sale  occurs, 
or,  in  the  case  of  overpayments,  4  years 
from  the  date  credit  is  taken  or  refund 
claimed.  26  CFR  314.23,  314.60,  314.62. 
314.64 
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4.98  Persona  daimini;  a  credit  or  refund 
for  gasdine  used  for  certain  nonhigh* 
way  porposeSf  by  a  local  transit  ays- 
tcm,  or  for  farming  purposes. 

(a)  General.  To  kefep  in  accordance 
with  the  form  outlined  in  the  regulations 
an  accurate  record' of  the  number  of 
gallons  purchased  and  the  dates  of  pur¬ 
chases,  the  name  and  address  of  each 
vendor,  the  number  of  gallons  used  dur¬ 
ing  the  period  covered  by  the  claim  and 
such  other  information  as  is  necessary 
to  establish  the  correctness  of  the  claim. 

(b)  Local  transit  systems.  In  addi¬ 
tion  to  the  records  required  by  para¬ 
graph  (a) ,  to  keep  records  that  establish 
for  each  calendar  quarter:  (1)  the  total 
passenger  fare  revenue  derived  from 
scheduled  common  carrier  public  pas¬ 
senger  land  trsinsportation  service  along 
regular  routes  (not  including  the  tax 
imposed  upon  the  transportation  of  per- 
«ons),  and  (2)  The  tax-exempt  passen¬ 
ger  fare  revenue  derived  from  such 
scheduled  service. 

(c)  Farming  purposes.  To  keep  a  rec¬ 
ord  of  the  gasoline  purchased  and  used 
by  the  claimant  on  a  farm  which  he  is 
the  owner,  tenant,  or  operator,  and  to 
show,  in  cases  where  trucks  or  other 
vehicles  are  used  both  on  and  off  the 
farm  an  allocation  of  the  number  of 
gallons  used  in  such  trucks  or  vehicles 
for  farming  purposes.  Where  the  claim¬ 
ant  is  entitled  to  claim  payment  for 
gasoline  used  on  his  farm  by  a  person 
other  than  the  owner,  tenant,  or  oper¬ 
ator  thereof,  the  records  must  show:  (1) 
the  name  and  address  of  the  person 
who  performed  the  farming  operation, 
(2)  a  description  of  the  type  of  work  and 
the  type  of  equipment  used,  (3)  the  date 
or  dates  on  which  the  work  was  done, 
and  (4)  the  niunber  of  gallons  of  gaso¬ 
line  so  used. 

Retention  period:  At  least  3  years 
from  the  last  date  prescribed  for  the 
filing  of  the  claim.  26  CFR  (1954) 
48.6420(f) -1.  48.6421  (g)-l 

4.99  Persons  liable  to  pay  floor  stocks 
tax  on  gasoline  held  on  November  1, 
1951. 

To  keep  records  showing  payment  of 
floor  stocks  tax  on  gasoline,  including 
the  duplicate  of  the  return,  inventories, 
and  other  relevant  papers  and  material. 
Persons  holding  gasoline  at  more  than 
one  location  shall  keep  separate  inven¬ 
tories  for  each  location  (oiie  copy  at 
each  location  and  one  copy  at  the  prin¬ 
cipal  place  of  business)  consolidated 
into  a  single  inventory  at  the  principal 
place  of  business. 

Retention  period:  4  years  from  the 
date  the  tax  is  due.  26  CTR  314.71, 
314.73,  314.74 

4.100  Persons  recpiired  to  file  a  return 
and  pay  tax  on  ihe  sale  or  use  of  any 
article  subject  to  manufacturers*  ex¬ 
cise  tax,  or  disposing  of  articles  free 
of  tax. 

To  keep  accurate  records,  including 
duplicates  of  returns,  and  accounts  of  all 
trsmsactions.  To  keep,  in  the  case  of 
dispositions  of  products  to  other  manu¬ 
facturers  free  of  tax,  accurate  records  of 
all  such  transactions  including  certifi¬ 
cates  from  purchasers  certifying  to  the 
fact  that  the  products  are  purchased  for 


further  manufacture  of  taxable  articles, 
with  supporting  invoices,  etc.  To  main¬ 
tain  evidence  with  respect  to  sales  for 
export,  or  shipment  to  a  possession  of  the 
United  States,  and  sales  to  States  or 
political  subdivisions  thereof,  upon 
which  no  tax  is  due,  and  other  tax-free 
sales,  and  evidence  required  to  support 
a  claim  for  credit  or  refund. 

Retention  period:  4  years  from  the 
date  the  tax  l^came  due;  with  respect  to 
tax-free  sales,  for  a  period  of  4  years 
from  the  last  day  of  the  month  following 
the  month  in  which  the  sale  was  made; 
and  with  respect  to  credits  or  refunds, 
4  years  from  the  date  any  credit  is  taken 
or  refimd  is  claimed.  26  CFR  316.7, 

316.23,  316.24,  316.26,  316.28,  316.29, 
316.61a,  316.63,  316.72,  316.81,  316.121, 
316.200,  316.202,  316.204,  316.204a;  26 
CFR  (1954)  40.4063-1,  40.4220-3 

4.101  Persons  dealing  in,  handling,  or 
receiving  articles  exempt  from  man¬ 
ufacturers*  excise  tax. 

To  keep  certificates,  which  are  not 
turned  over  to  manufacturers  of  articles, 
together  with  proper  records,  supporting 
orders,  and  invoices  with  respect  to  ex¬ 
empt  sales. 

Retention  period:  4  years  from  the  last 
day  of  the  month  following  the  month  in 
which  the  sale  was  made.  26  CFR  316.22, 
316.26,  316.27,  316.28,  316.72,  316.204;  26 
CFR  (1954)  40.4063-1,  40.4152-1, 

40.4220-8 

4.102  Persons  required  to  file  a  return 
and  pay  tax  on  the  sale  of  an  article 
at  retail. 

To  keep  accurate  records,  including 
duplicates  of  returns,  and  accounts  of 
all  transactions.  To  maintain  evidence 
of  sales  at  retail  for  export,  or  shipment 
to  a  possession  of  the  United  States,  sales 
at  retail  to  the  United  States,  States,  or 
Territories  of  the  United  States,  political 
subdivisions  thereof,  or  District  of  Co¬ 
lumbia,  sales  for  resale,  and  sales  at  retail 
of  articles  for  religious  purposes  which 
could  also  be  used  for  nonreligious  pur¬ 
poses,  upon  which  no  tax  is  due.  To 
keep  also  a  complete  and  detailed  record 
■  of  each  overpayment. 

Retention  period*  4  years  from  the 
date  the  tax  became  due;  in  the  case  of 
tax-free  sales,  4  years  from  the  last  day 
of  the  month  following  the  month  in 
,  which  the  sale  was  made;  and,  with  re¬ 
spect  to  overpasunents,  4  years  from  the 
date  the  credit  is  taken  or  the  refimd  is 
claimed.  26  CFR  320.20,  320.21,  320.22, 

320.23,  320.37,  320.72,  320.76 

4.103  Persons  claiming  exemption  for 
tax  on  sale  of  diesel  fuel. 

(a)  Sales  to  a  State  or  Territory  of  the 
United  States,  or  a  political  subdivision 
thereof,  or  the  District  of  Columbia.  To 
be  prepared  to  produce  evidence,  such  as 
clearly  identified  orders  or  contracts  of 
a  State,  Territory  of  the  United  States, 
or  a  political  subdivision  thereof,  or  the 
District  of  Columbia,  of  right  to  exemp¬ 
tion. 

(b)  Sales  for  export  and  shipments  to 
possessions  of  the  United  States.  To 
maintain  adequate  records  to  establish 
that  the  liquid  was  sold  for  export  and 
documentary  evidence  that  it  was  in  fact 
exported. 


Retention  period:  4  years  from  the 
last  day  of  the  month  following  the 
month  in  which  the  sale  was  made.  26 
CFR  324.30,  324.31,  324.33,  324.42 

4.104  Persons  required  to  file  a  retura 
and  pay  tax  on  the  sale  or  use  of 
diesel  fuel. 

To  keep  accurate  records  and  account! 
of  all  taxable  transactions.  To  keep  also 
a  complete  and  detailed  record  of  each 
overpayment.  ^ 

Retention  period;  4  years  from  the 
date  the  tax  became  due,  and  with 
respect  to  overpayments,  4  years  from 
the  date  the  credit  is  taken  or  refund  is 
claimed.  26  CFR  324.42,  324.45 

4.105  Persons  required  to  pay  excise  tax 
on  wagering. 

(a)  General.  To  keep  records  as  will 
clearly  show  as  to  each  day’s  operation: 

(a)  Gross  amount  of  all  wagers  accepted; 

(b)  gross  amount  of  each  class  or  type  of 
wager  accepted  on  each  separate  event, 
contest,  or  other  wagering  medium;  (c) 
separately,  the  gross  amount  of  wagers: 

(1)  accepted  directly  by  the  taxpayer  or 
at  any  registered  place  of  business  of  the 
taxpayer  (other  than  laid-off  wagers), 

(2)  accepted  for  his  account  by  agents  at 
other  than  a  registered  place  of  business 
of  the  taxpayer  (other  than  laid-off  wa¬ 
gers),  (3)  accepted  as  laid-off  wagers 
from  persons  subject  to  the  excise  tax; 

(d)  with  respect  to  wagers  laid-off  with 
others:  (1)  The  name,  address  and  regis¬ 
tration  number,  of  each  person  with 
whom  placed,  (2)  the  gross  amount  laid- 
off  with  each  person  showing  separatehr 
the  gross  amounts  of  laid-off  wagers  with 
respect  to  each  contest,  event,  or  other 
wagering  medium;  tuid  (e)  the  gross 
amount  of  tax  collected  from  or  charged 
to  bettors  as  a  separate  item.  To  keep, 
in  the  case  of  the  taxpayer’s  employees 
or  agents  receiving  wagers  on  his  behalf, 
separate  records  showing  the  name,  ad¬ 
dress.  the  period  of  emplosonent  of,  and 
nuihber  of  the  special  tax  stamp  issued 
to,  such  employee  or  agent.  To  also 
keep  duplicates  of  retiuns  and  a  com¬ 
plete  and  detailed  re<x>rd  of  each  over¬ 
payment. 

(b)  Records  of  agent  or  employee. 
Every  person  who  is  engaged  in  receiv¬ 
ing  for  or  on  behalf  of  another  person 
(at  any  place  other  than  a  registered 
place  of  business  of  such  other  person) 
wagers  of  a  type  subject  to  tax  shall 
keep  a  record  showing  for  each  day  (1) 
the  gross  amount  of  such  wagers  re¬ 
ceived  by  him,  (2)  the  amount,  if  any, 
retained  as  a  ccmimission  or  as  compen¬ 
sation  for  receiving  such  wagers,  and 

(3)  the  amount  turned  over  to  the  tier- 
son  on  whose  behalf  the  wagers  were 
received,  and  the  name  and  address  of 
such  person. 

(c)  Records  of  claimants.  Any  per¬ 
son  claiming  a  credit  or  refund  shall 
keep  a  complete  and  detailed  record  of 
each  overpayment  and  of  each  laid-off 
wager  for  which  credit  is  taken  or  re¬ 
fund  is  claimed,  including  a  copy  of 
the  required  certificate. 

(d)  Place  for  keeping  records.  Every 
person  required  to  pay  the  tax  on  wager¬ 
ing  shall  keep  or  cause  to  be  kept,  at 
his  oflBce  or  principal  place  of  business, 
or,  if  he  has  no  oflSce  or  principal  place 
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of  business,  at  his  residence  or  some 
other  convenient  or  safe  location,  all 
such  records  ^  are  required  pursuant  to 
paragraphs  (a)  and  (c). 

Retention  period:  Records  required  by 
paragraph  (a)  shall  be  maintained  for 
a  period  of  at  least  3  years  from  the  date 
the  tax  became  due,. records  required  by 
paragraph  (b)  shall  be  maintained  for 
a  period  of  at  least  3  years  from  date 
the  wager  was  received.  Records  re¬ 
quired  by  paragraph  (c)  shall  be  main¬ 
tained  for  a  period  of  at  least  3  years 
from  the  date  any  credit  is  taken  or 
refund  is  claimed.  26  CFR  (1954) 
44.4403-1.  44.6001-1 

4.106  Persons  paying  excise  tax  on  wa« 
gering  claiming  credit  or  refund  of 
tax  on  laid'OlT  wagers. 

To  keep  a  complete  and  detailed  record 
of  each  laid-off  wager  including  a  copy 
of  the  certificate  obtained  from  the  per¬ 
son  accepting  the  laid-off  wager  in  sup¬ 
port  of  the  claim.  , 

Retention  period:  4  years  from  the 
date  any  credit  is  taken  or  refund  is 
claimed.  26  CFR  325.34 

4.107  Persons  engaged  in  receiving 
wagers  for  or  on  behalf  of  another 
person  at  any  place  other  than  a 
registered  place  of  business  of  such 
other  person. 

To  keep  daily  records  showing,  (a)  the 
gross  amount  of  wagers  received,  (b)  the 
amount  retained  as  a  commission  or  as 
compensation,  (c)  the  amoimt  turned 
over  to  the  person  for  whom  the  wagers 
were  received  and  such  person’s  name 
and  address. 

Retention  period:  4  years  from  the 
date  the  wager  was  received.  26  CFR 
325.51 

4.108  Persons  liable  for  floor  stocks 
taxes  on  vehicles,  highway  tires,  tread 
rubber,  or  gasoline. 

To  keep  (a)  records  of  separate  speci¬ 
fied  inventories  and  copies  of  returns  and 
other  relevant  papers  and  material,  and 
(b)  claimant’s  records  of  claim  for  re¬ 
fund,  credit,  or  abatement. 

Retention  period:  (a)  At  least  3  years 
after  the  date  the  tax  becomes  due  or 
the  date  the  tax  is  paid,  and  (b)  at  least 
3  years  after  the  date  the  claim  is  filed. 
26  CFR  (1954)  40.4226-4,  40.4226-8 

4.109  Manufacturers,  producers,  or  im¬ 
porters  selling  automobile  tires  or 
tread  rubber. 

To  maintain  records  of  tires  sold  with 
metal  rims  or  rim  bases  attached  which 
will  establish  what  portion  of  the  finished 
product  represents  the  weight  of  the  tire 
exclusive  of  the  metal  rim  or  base;  and 
for  tax-free  sales  of  tread  rubber,  to  re¬ 
tain  exemption  certificates  and  to  keep 
records  of  invoices,  orders,  etc.  for  in¬ 
spection  by  the  district  director. 

Retention  period:  Not  specified.  26 
CPR  (1954)  40.4073-3 

4.110  Persons  subject  to  the  tax  on  use 
of  certain  highway  motor  vehicles. 

(a)  Person  in  whose  name  vehicle  reg¬ 
istered.  Every  person  in  whose  name  any 
highway  motor  vehicle  having  a  taxable^ 
gross  weight  in  excess  of  26,000  poimds 
is  registered  at  any  time  in  the  taxable 
year  shall  keep  certain  specified  records 
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with  respect  to  each  vehicle  to  enable 
the  district  director  to  determine 
whether  such  person  is  liable  for  the  tax 
and,  if  so,  the  amount  thereof. 

(b)  Transit  systems.  ■  Every  person 
engaged  in  the  operation  of  a  transit 
system  shall  keep  records  sufficient  to 
show,  with  respect  to  each  taxable  year, 
whether  he  meets  the  60-percent  passen¬ 
ger  fare  revenue  test  for  the  period  pre¬ 
scribed  as  the  test  period  for  such  system 
for  such  taxable  year. 

(c)  Claimants.  Any  person  claiming 
refund,  credit,  or  abatement  of  the  tax, 
interest,  additional  amount,  addition  to 
the  tax,  or  assessable  penalty,  shall  keep 
a  complete  and  detailed  record  with 
respect  to  the  claim. 

Retention  period:  Records  required  by 
paragraphs  (a)  and  (b)  shall  be  main¬ 
tained  for  a  period  of  at  least  3  years 
after  the  date  the  tax  becomes  due  or 
the  dates  the  tax  is  paid,  whichever  is 
later.  Records  required  by  paragraph 

(c)  (including  any  record  required  by 
paragraph  (a)  or  (b)  which  relates  to 
the  claim)  shall  be  maintained  for  a 
period  of  at  least  3  years  after  the  date 
the  claim  is  filed.  26  CFR  (1954) 
41.6001-1 

4.111  Persons  reffuired  to  file  a  return 
on  the  sale  or  use  of  cutting  oil  or 
oil  for  nonlubricating  use. 

To  keep  accurate  records  of  all  trans¬ 
actions.  including  properly  executed  ex¬ 
emption  certificates. 

Retention  period:  Not  specified.  26 
CFR  (1954) '48.4091-3(a).  48.4091-4(a) 

4.112  Manufacturers  of  filled  cheese 

and  playing  cards.  \ 

To  keep  original  permits  to  withdraw 
products  from  factory  free  of  tax  for  use 
of  the  United  States  and  daily  entries 
of  each  withdrawal  in  revenue  book  or 
other  <3ovemment  record. 

Retention  period:  Not  specified.  26 
CFR  450.4,  450.6 

LIQUORS 

4.113  Importers  of  bottled  distilled  spir¬ 
its  and  persons  bringing  bottled  dis¬ 
tilled  spirits  into  the  United  States 
from  the  Virgin  Islands  (other  than 
tourists). 

To  maintain  record  of  transactions  in 
strip  stamps  (Form  96).  _ 

Retention  period:  2  years.  26  CTR 
(1954)  170.30  (retention:  250.271, 250.272, 
251.131,251.132) 

4.114  Proprietors  of  distilled  spirits 
plants,  general  requirements. 

The  proprietor  of  a  distilled  spirits 
plant  under  the  provisions  of  26  CFR 
(1954)  Part  201  is  subject  to  the  record 
keeping  requirements  imposed  imder 
those  provisions  of  26  CFR  (1954)  Parts 
182,  216,  220,  221,  225,  230.  and/or  235 
not  superseded  by  26  CFR  (1954)  Part 
201  and  applicable  to  the  type  of  opera¬ 
tions  he  is  qualified  to  conduct  on  his 
premises.  (See  26  C?FR  (1954)  201.3.) 

4.115  Proprietors  of  distilled  spirits 
plants — bottling  premises. 

To  keep  records  necessary  to  support 
statement  of  losses  at  bottling  premises. 

Retention  period:  Not  specified.  26 
CPR  (1954)  201.495 


4.116  Operators  of  industrial  alcohol 
plants,  denaturing  plants,  and  indus¬ 
trial  alcohol  bond^  warehouses. 

To  keep  records  pertaining  to  distilled 
spirits  redistilled  at  industrial  alcohol 
plants,  and  distilled  spirits  transferred 
in  bond  to,  or  removed  for  an  authorized 
purpose  from,  industrial  alcohol  plants, 
denatiuring  plants,  and  industrial  alcohol 
bonded  warehouses  (imder  26  CTR  Part 
171),  such  records  to  be  maintained  in 
accordance  with  26  CTR  Part  171,  and 
applicable  provisions  of  26  CFR  (1954) 
Part  182. 

Retention  period:  3  years.  26  CPR 
171.256  (retention:  26  CFR  (1954) 
182.324)  ■ 

4.117  Proprietors  of  registered  distiller¬ 
ies,  fruit  distilleries,  and  internal 
revenue  bonded  warehouses. 

To  keep  records  of  distilled  spirits  pro¬ 
duced,  redistilled,  or  transferred  in  bond, 
under  26  CFR  Part  171,  and  applicable 
provisions  of  26  CFR  (1954)  Parts  220, 
221, 225. 

Retention  period:  At  least  2  years.  26 
CPR  171.237,  171.244  Pretention:  26  CFR 
(1954)  220.760,  221.775,  225.1127) 

4.118  Proprietors  of  distilleries,  indus¬ 
trial  alcohol  plants  and  bond^  ware¬ 
houses,  and  internal  revenue  bonded 
warehouses  engaged  in  national 
emergency  transfers  of  distilled  spir¬ 
its  (under  26  CFR  Part  171). 

To  keep  such  other  records  as  the 
Commissioner  may  deem  necessary  to 
meet  the  requirements' of  the  national 
defense. 

Retention  period:  Not  specified,  but 
regulations  and  operations  under  them 
cease  to  be  effective  5  years  from  date 
of  enactment  of^ec.  3183  I.R.C.  Public 
Law  517,  85th  Congress,  extends  effective 
period  to  July  11,  1960.  26  CFR  171.279, 
171.280. 

4.119  Persons  disposing  of  materials 
used  in  manufacturing  distilled 
spirits. 

To  keep  records  and  returns  pertain¬ 
ing  to  the  disposition  of  substances  or 
articles  of  the  character  used  in  the 
manufacture  or  recovery  of  distilled 
spirits. 

Retention  period:  3  years.  26  CFR 
(1954)  173.15 

4.120  Importers  and  bottlers  of  distilled 
spirits. 

To  keep  commercial  records  covering 
receipt,  disposition,  and  stocks  of  all 
liquor  bottles.  ' 

Retention  period:  2  years.  26  CFR 
(1954)  175.64  (retention:  175.73) 

4.121  Persons  ordering  liquor  bottles. 

To  keep  in  his  place  of  business  a  copy 
of  each  order  and  the  original  report  of 
shipment  or  delivery. 

Retention  period:  2  years.  26  CFR 
(1954)  175.73 

4.122  Manufacturer-consignor  of  liquor 
bottles. 

To  keep  original  order  for  liquor  bot¬ 
tles  and  copy  of  report  of  shipment  or 
delivery.  _ 

Retention  period:  2  years.  26  CFR 
(1954)  175.73 
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4.12S  Manufacturers,  bottlers,  and  im¬ 
porters  of  liquor  bottles. 

To  keep  records  relating  to  manufac¬ 
ture.  shipment,  delivery,  purchase,  use 
or  sale  of  all  liquor  bottles  as  may  be 
required  by  the  assistant  regional  com¬ 
missioner  from  time  to  time.  _ 

Retention  period:  2  years.  26  CFR 
(1954)  175.74  (retention:  175.73) 

4.124  Proprietors,  permittees,  or  other 
'  persons  charged  with  keeping  rec¬ 
ords  under  industrial  alccdiol  regu¬ 
lations. 

To  keep  all  required  records  and  copies 
of  all  reports  submitted  available  for  in¬ 
spection  by  internal  revenue  officers. 

Retention  period:  3  years,  but  the 
assistant  regional  commissioner  may  re¬ 
quire  retention  up  to  6  years  where  copies 
of  the  records  are  not  filed  with  an  office 
of  the  Alcohol  and  Tobacco  Tax  Division. 
26  CTFR  (1954)  182.324 

/ 

4.125  Persons  authorized  by  Director, 
Alcohol  and  Tobacco  Tax  Division; 
to  conduct  experimental  operations 

^  in  connection  with  production  of 
alcohoL 

To  keep  such  records  as  prescribed  by 
Director. 

Retention  period:  3  to  6  years.  26  CFR 
(1954)  182.328  (retention:  182.324) 

4.126  Proprietors  of  industrial  alcohol 
plants. 

To  keep  ccHnmercial  records  of  all 
materials  received  on  industrial  alcohol 
plant  premises  intended  for  use  in  pro¬ 
duction  of  alcohol.  _ 

Retention  period:  3  3^ars.  26  CFR 
(1954)  182.335  (retention:  182.324) 

4.127  Proprietors  of  industrial  alcohol 
plants. 

To  keep  a  separate  record  on  Form 
1442  for  each  process  of  fermentation 
where  materials  are  used  primarily  for 
the  production  of  substances  other  than 
alcohol,  and  such  materials  produce  a 
small  amount  of  ethyl  alcohol  as  a  by¬ 
product.  _ 

Retention  period:  3  years.  26  CFR 
(1954)  182.341  (retention:  182.324) 

4.128  Proprietors  of  industrial  alcohol 
plants. 

To  keep  materials  slips  which  show 
date,  kind'  and  quantity  of  materials 
used,  and  the  serial  numbers  of  the 
fermenters  filled,  together  with  such 
other  information  as  may  be  required. 

Retention  period:  At  lecust  1  year.  26 
cm  (1954)  182.343 

4.129  Proprietors  of  industrial  alc<diol 
plants. 

To  keep  a  file  copy  of  each  Form  1440 
covering  details  of  alcohol  gauged  for 
withdrawal  from  the  plant. 

Retention  period:  3  years.  26  CFR 
(1954)  182.455b  (retention:  182.324) 

4.130  Propriet<M«  of  industrial  alcohol 
plants. 

To  keep  a  daily  record  of  industrial 
alcohol  plant  operations  on  Form  1442, 
Proprietor’s  Report  of  Operations  at  In¬ 
dustrial  Alcohol  Plant. 


Rotation  period:  S  srears.  26  CFR 
(1954)  182.456,  182.461  (retenti(m:  182.- 
324) 

4.131  Proprietors  of  industrial  alcohol 
plants  who  maintain  taxpaid  store¬ 
rooms  in  connection  with  such 
plants. 

To  keep  Form  52-E.  Monthly  Record 
and  Report  of  Importer  or  Proprietor  of 
Tax-Paid  Premises,  of  all  alcohol  re¬ 
ceived  and, disposed  of  at  such  taxpaid 

premises.  _ 

Retention  period:  2  years.  26  CFR 
(1954)  182.456a  (retention:  182.648) 

4.132  Proprietors  of  industrial  alcohol 
bonded  warehouses. 

To  keep  a  file  copy  of  each  Form  1440 
covering  the  details  of  alcohol  gauged 
for  deposit  or  withdrawal  in  or  from  the 
warehouse. 

Retention  period:  3  years.  26  C7FR 
(1954)  182.643-182.643h  (retention:  182.- 
324) 

4.133  Proprietors  of  industrial  alcohol 
bonded  warehouses. 

To  keep  file  copies  of  monthly  Form 
1443-A,  Report  of  Uncoopered  Alcohol, 
and  Form  1443-B,  Report  of  Alcohol  in 
Packages. 

Retention  period:  3  years.  26  CFR 
(1954)  182.647  (retention:  182.324) 

4.134  Proprietors  of  industrial  alcohol 
bonded  warehouses. 

To  keep  a  file  copy  of  Form  1440  and 
Form  1456,  Application  and  Permit  to 

Withdraw  Alcohol  for  Exportation.  _ 

Retention  period:  3  years.  26  CFR 
(1954)  182.601  (retention:  182.324) 

4.135  Proprietors  of  industrial  alcohol 
bonded  warehouses  who  maintain 
taxpaid  storerooms  in  connection 
with  such  plants. 

To  keep  Form  52-E.  Monthly  Record 
and  Report  of  Importer  or  Proprietor  of 
Tax-Paid  Premises  or  Record  52  for  bot¬ 
tled  alcohol  only.  _ 

Retention  period:  2  years.  26  CFR 
(1954)  182.648 

4.136  Proprietors  of  industrial  alcohol 
bonded  warehouses  who  maintain 
taxpaid  premises  in  connection  with 
such  warehouses. 

To  keep  records  of  transactions  on 
Form  52-E.  or  Record  52,  or  both. 

Retention  period:  2  years.  26  CFR 
(1954)  182.648 

4.137  Proprietors  of  industrial  alcohol 
plants  or  bonded  warehouses  who 
keep  records  on  Form  52— E,  or 
Form  52— F,  or  Record  52., 

In  lieu  of  entering  serial  numbers  of 
cases  or  packages  on  such  records,  may, 
if  approved,  keep  a  separate  record  show¬ 
ing  such  information.  _ 

Retention  period:  2  years.  26  CFR 
(1954)  182.648 

4.138  Proprietors  of  industrial  alcohol 
plants  or  bonded  warehouses. 

To  keep  file  copies  of  monthly  sum¬ 
mary  reports  on  Form  338  (where  Record 

52  is  kept).  _ 

Retention  period:  2  years.  26  CFR 
(1954)  182.648 


4.139  Proprietors  of  industrial  alcohol 
plants  or  bonded  warehouses  selling 
or  offering  for  sale  warehouse 
receipts. 

To  keep  record  of  purchases  and  sales 
of  warehouse  receipts  (Form  52-F). 

Retention  period:  3  years.  26  CFR 
(1954)  182.648a-182.648b  (retention: 

182.324) 

4.140  Proprietors  of  industrial  alcohol 
plants. 

To  keep  copy  of  Form  1697,  report  of 
distilled  spirits  stamps. 

Retention  period:  3  years.  26  CFR 
(1954)  182.648c  (retention:  182.324) 

4.141  Persons  holding  permits  to  use 
tax-free  alcohol. 

To  keep  file  copies  of  monthly  Form 

1451,  report  of  tax-free  alcohol.  _ 

Retention  period:  3  years.  26  CFR 
(1954)  182.669  (retention:  182.324) 

4.142  Persons  who  hold  permits  to  use 
tax-free  alcohol  and  who  receive  suck 
alcohol  from  GSA.- 

To  keep  file  copies  of  monthly:  Form 

1451,  Report  of  Tax-Free  Alcohol.  _ 

Retention  period:  3  years.  26  CFR 
(1954)  182.671a  (retention:  182.324) 

4.143  Dena'.urers. 

To  keep  records  showing  ssnnbols  and 
serial  numbers  of  packages  furnished 
their  agents  for  filling  with  completely 
denatured  alcohol  and  such  records  of 
packages  filled  and  disposed  of  by  the 
denaturers  or  for  their  account  at  places 
other  than  the  denaturing  plant  or  fill¬ 
ing  agency,  including  symbols  and  serial 
numbers,  as  will  enable  internal  revenue 
officers  to  trace  receipts  and  disposals. 

Retention  period:  3  years.  26  CFR 
(1954)  182.727 

4.144  Denaturers  agents. 

.To  keep  such  records  of  receipt  and 
disposition  of  completely  denatured  alco¬ 
hol,  including  the  symbol  and  serial 
numbers  of  packages,  as  will  permit  the 
tracing  of  the  receipt  and  disposal  of 
such  alcohol  by  the  assistant  regional 

commissioner.  _ 

Retention  period:  3  years.  26  CFR 
(1954)  182.727 

4.145  Proprietors  of  denaturing  plants. 

To  keep  a  file  copy  of  each  Form  1466 
as  a  record  of  the  alcohol  and  denatu- 
rants  used  and  the  denatured  alcohol 
produced  each  day,  and  a  copy  of  each 
Form  1467  as  a  record  of  packages  filled. 

Retention  period:  3  years.  26  (FR 
(1954)  182.781-182.784  (retention: 

182.324) 

4.146  Proprietors  of  denaturing  plants. 

To  keep  a  file  copy  of  each  Form  1440 
and  1520  covering  alcohol  and  distillates 
received  at  denaturing  plant  and  each 
Form  1453-A  and  1473  covering  with¬ 
drawals. 

Retention  period:  3  years.  26  CFR 
(1954)  182.785,  182.788  (retention: 

182.324) 

4.147  Proprietors  of  denaturing  plants. 

To  keep  monthly  records  on  Forms 
1468-A,  B,  d,  D,  E,  and  F,  showing  all 
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alcohol  and  denaturant  transactions  dar¬ 
ing  the  month.  _ 

Retention  period:  3  years.  26  CFR 
(1954)  182.787  (retention  182.324) 

4.148  Dealers  and  manufacturers  re¬ 
ceiving,  storing,  selling,  or  using  as 
much  as  11  drums  or  barrels  of 
completely  denatured  alcohbl  in  a 
calendar  month. 

To  keep  records  of  receipt,  storage,  and 
disposition  of  completely  denatured 
alcohol.  _ 

Retention  period:  3  years.  26  C)PR 
(1954)  182.796 

4.149  Manufacturers  of  and  dealers  in 
proprietary  anti-freeze  solutions. 

To  keep  records  of  production,  receipt, 
and  disposition  of  proprietary  anti-freeze 
solutions. 

Retention  period:  3  years,  or,  if  re¬ 
quired  by  assistant  regional  commis- 
sioner,  up  to  6  years.  26  CFR  (1954) 
182.805  (retention:  182.324) 

4.150  Bonded  dealers  and  users  of  spe¬ 
cially  denatured  alcohbl. 

To  keep  a  file  copy  of  each  Form  1473 
covering  shipment  of  specially  denatured 
alcohol  received.  _ 

Retention  period:  3  years.  26  CFR 
(1954)  182.811a,  182.821,  182.835a  (re¬ 
tention:  182.324) 

4.151  Bonded  dealers  holding  permits  to 
deal  in  specially  denatured  alcohol. 

1*0  keep  a  record  of  all  specially  de¬ 
natured  alcohol  transactions  on  Form 
1478. 

(Retention  period:  3  years.  26  CFR 
(1954)  182.822  (retention:  182.324) 

4.152  Producers  of  proprietary  solvents 

and  lacquer  thinners,  and  users 
thereof  who  receive  such  products  in 
tank  car,  tank  wagon,  or  tank  truck 
shipments.  ' 

To  keep  records  of  receipt  and  disposi¬ 
tion. 

Retention  period:  3  to  6  years.  26 
cm  (1954)  182.848  (retention:  182.324) 

4.153  Persons  holding  permit  to  pro¬ 
cure  bulk  toiletries  (made  with 
specially  denatured  alcohol)  for  re¬ 
processing,  bottling  or  rebottling, 
and  resale. 

To  keep  record  of  reprocessing  opera¬ 
tions  on  Record  133,  and  record  of  re¬ 
ceipt  and  disposition  on  Record  134. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  182.860  (retention:  182.324) 

4.154  Manufacturers  who  use  specially 
denatured  alcohol  and  who  also  use 
isopropyl  alcohol  on  same  premises. 

To  keep  a  manufacturing  record  of 
transactions  in  isopropyl  alcohoL 

Retention  period:  3  years.  26  CJFR 
(1954)  182.866  (retention:  182.324) 

4.155  Manufacturers  holding  permits  to 
use  specially  denatured  alcohol  or  to 
recover  denatured  alcohol  or  articles 
for  reuse. 

To  keep  copy  of  each  monthly  report 
of  transactions.  Form  1482. 

Retention  period:  3  years.  26  CFR 
(1954)  182.874  (retention:  182.324) 


4.156  Persons  holding  permits  to  use 
specially  denatured  alcohol  in’ excess 
of  25  wine  gallons  per  calendar 
month  in  the  manufacture  of  certain 
articles. 

To  keep  copies  of  all  invoices  covering 
purchase  of  materials  and  disposition  of 
manufactured  articles;  manufacturing 
record  to  be  kept  on  Record  133,  and  ac¬ 
counting  of  the  manufactured  articles, 
on  Record  134  (substitute  records,  if 
approved,  may  be  maintained). 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  182.875  (retention:  182.324) 

4.157  Dealers  in  and  users  of  denatured 
'  rum. 

To  keep,  insofar  as  applicable,  the 
same  records  prescribed  for  dealers  in 
and  users  of  specially  denatured  alcohol. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  182.880-182.882  (retention: 
182.324) 

4.158  Persons  holding  permits  to  use 
specially  denatured  alcohol  in  the 
manufacture  of  stated  articles,  and 
persons  holding  permits  to  use  not 
more  than  25  wine  gallons  per  month 
of  specially  denatured  alcohol  in  the 
manufacture  of  certain  toilet  articles. 

To  keep  copies  of  all  invoices  covering 
purchase  of  materials  and  disposition  of 
manufactured  articles,  and  to  keep  daily 
records  of  the  receipt,  use,  and  inventory 
of  each  formtilr,  of  specially  denatured 
alcohol,  and  the  manufacture  of  articles. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  182.875  (retention:  182.324) 

4.159  Carriers  holding  a  basic  permit  to 
transport'  tax-free  or  specially  de¬ 
natured  alcohol,  or  undenatured 
ethyl  alcohol  in  tank  trucks. 

To  keep  record  (in  book  form)  showing 
name  and  address  of  consignor  and  con¬ 
signee  of  alcohol  received  for  transpor¬ 
tation;  kind  and  quantity  of  alcohol 
contained  in  each  package  or  other  con¬ 
tainer,  and  date  of  shipment.  Where 
delivery  is  made  to  any  branch  or  agency 
of  the  United  States  (Government,  the 
carrier  is  required  to  obtain,  for  his  own 
files,  a  receipt  showing  the  name  of  the 
individual  receiving  the  shipment. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  182.909,  182.912  (retention: 
182.324) 

4.160  Wholesale  liquor  dealers. 

To  keep  daily  commercial  records  of 
the  physical  receipt  and  disposition  of 
distilled  spirits,  and  a  daily  recapitula¬ 
tion  record  showing  in  wine  gallons  total 
quantities  distilled  spirits  received  and 
disposed  of  during  the  day.  _ 

Retention  period:  2  years.  26  CFR 
(1954)  194.210,  194.216,  194.217,  194.221 
(retention:  194.234) 

4.161  Wliolesale  dealers  in  wines  and 
wholesale  beer  dealers^ 

To  keep  complete  record  of  quantities 
of  wine  and  beer  received,  showing  date 
and  from  whom  received. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  194.211  (retention:  194.234) 

4*162  Wholesale  lifinor  dealers. 

To  keep  file  copies  of  Forms  52A,  52B, 
338  and  recapitulation  records. 


Retention  period:  2  years.  26  CTPR 
(1954)  194.233  (retention:  194.234) 

4*163  Proprietors  of  iiidnstrial  alcoh<d 
plants  or  bonded  warehouses,  regis¬ 
tered  distilleries,  fruit  distilleries, 
internal  revenue  bonded  warehouses, 
taxpaid  bottling  houses,  and  rectify¬ 
ing  plants. 

To  keep  records  of  their  wholesale  ac¬ 
tivities  in  accordance  with  the  regula¬ 
tions  governing  the  operations  of  each 
such  premise. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  194.215  (retention:  194.234) 

4.164  Retail  liquor  dealers  and  retail 
beer  dealers.  ‘ 

To  keep  a  record  in  book  form,  or  keep 
all  invoices  or  bills  for  distilled  spirits, 
wines  or  beer  received. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  194.229  (retention:  194.234) 

4.165  Wholesale  liquor  dealers. 

To  keep  records  showing  the  bulk  al¬ 
cohol  received,  dumped,  packaged,  and 
disposed  of,  and  the  name  and  address 
of  each  consignor  and  consignee;  docu¬ 
ments  or  copies  of  documents  support¬ 
ing  such  records;  and  copies  of  monthly 
report  of  red  strip  stamp  transactions 
(Form  2260)  and  of  alcohol  transactions 
(Form  52  D).  _ 

Retention  period:  2  years.  26  CFR 
(1954)  194.260  (retention:  194.234) 

4.166  Wholesale  liquor  dealers. 

To  keep  records,  and  copies  of  monthly 
report  (Form  338),  of  all  transactions 
relating  to  wines  or  distilled  spirits  stored 
for  export  with  benefit  of  drawback. 

Retention  period:  2  years.  26  C^ 
(1954)  194.275,  252.82a  (retention: 
194.234) 

4.167  Proprietors  of  vinegar  factories* 

To  keep  (a)  records  of  operations 
reflecting  receipt  and  disposition  of  each 
lot  of  fermenting  and  distilling  material; 
kind  and  quantity  of  fermenting  ma¬ 
terial  used;  quantity  of  mash  set,  dis¬ 
tilling  material  produced  and  used,  low 
wines  produced,  and  vinegar  produced 
and  removed; .  date  of  transaction  or 
operation;  and  identity  of  each  con¬ 
signor  or  consignee  and  (b)  duplicate 
copy  of  report  of  monthly  summary 
account  of  fermenting  and  distilling 
materials,  low  wines,  and  vinegar. 

Retention  period :  At  least  2  years.  26 
CFR  (1954)  195.175,  195.176  (retention: 
195.177) 

4.168  Manufacturar  or  vendor  of  dis¬ 
tilling  apparatus. 

TO  keep  record  covering  manufacture, 
receipt  and  removal  of  still  when  sold  to 
a  person  intending  to  use  still  for  pur¬ 
poses  other  than  for  distilling  (as  de¬ 
fined  in  26  196.10)  to  show  pur¬ 

chaser’s  name,  address,  purpose  for 
which  still  bought,  etc.  _ 

Retention  period:  2  years.  26  C7FR 
(1954)  196.80 

4.169  Vendors  removing  distilling  ap¬ 
paratus  for  exportation  without  pay¬ 
ment  of  tax. 

TO  keep  copy  of  bill  of  lading. 

Retention  period :  At  least  2  years.  26 
CFR.  (1954)  196.82 
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4.170  Manufacturers  of  nonbeverage 
products. 

To  keep  copies  of  approved  quantita¬ 
tive  formulas  (Form  1678) . 

Retention  period:  Not  specified.  26 
CFR  (1954)  197.95 

4.171  Manufacturers  of  nembeverage 
products. 

To  keep  records  showing  use  of  dis¬ 
tilled  spirits  in  approved  nonbeverage 
product. 

Retention  period:  Not  less  than  2 
years.  26  CFR  (1954)  197.130.  197.131 
(retention:  197.132) 

4.172  Proprietors  of  concentrate  plants. 

To  keep  records  showing  receipt  and 
use  of  materials  and  manufacture  and 
disposition  of  volatile  fruit  fiavor  con¬ 
centrates. 

Retention  period:  Not  less  than  2 
years.  26  CTR  (1954)  198.185.  198.186 
(retention:  198.187) 

4.173  Proprietors  of  cencentrate  plants. 

To  keep  file  copies  of  Forms  1695. 
monthly  summary  report  of  fruit  fiavor 
concentrate  plant. 

Retention  period:  Not  less  than  2 
years.  26  CFR  (1954)  198.190 

4.174  Proprietors  of  distillery  denatur* 
ing  bonded  warehouses. 

To  keep  a  file  copy  of  gauge  report 
Form  577. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  216.196  (retention:  216.317) 

4.175  Proprietors  of  distillery  denatur¬ 
ing  bonded  warehouses. 

To  keep  daily  records  of  all  samples  of 
denatured  mm  furnished  by  the  pro¬ 
prietor. 

Retention  period:  At  least  2  years.  26 
'CFR  (1954)  216214  (retention:  216.317) 

4.176  Proprietors  of  distillery  denatur¬ 
ing  bonded  warehouses  exporting 
denatured  nun. 

To  keep  a  copy  of  the  bill  of  lading 
covering  shipment  and  to  maintain  rec¬ 
ords  of  the  removal  of  the  denatured 
rum  from  the  warehouse. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  216.243  (retention:  216.317) 

4.177  Proprietors  of  distillery  denatur¬ 
ing  bonded  warehouses. 

To  ^eep  a  file  copy  of  Form  1545.  Ex¬ 
portation  of  Denatured  Rum. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  216.243  (retention:  216.317) 

4.178  Proprietors  of  distillery  denatur¬ 
ing  bonded  warehouses. 

To  keep  a  copy  of  Form  597.  Report  of 
Shipment. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  216.266  (retention:  216.317) 

4.179  Proprietors  of  distillery  denatur¬ 
ing  bonded  warehouses. 

,To  keep  file  copy  of  shipment  of  de¬ 
natured  mm  to  the  United  States  or  any 
governmental  agency  thereof  (Form 
1453-A). 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  216.268  (retention:  216.317) 


RULES  AND  REGULATIONS 

4.180  Proprietors  of  distillery  denatur¬ 
ing  bended  warehouses. 

To  keep  detailed  daily  records  of  de¬ 
naturing  operations  and  copies  of 
monthly  report  pertaining  thereto 
(Form  575).  which  shall  contain  all  data 
necessary  to  identify  and  to  trace  the 
movement  of  each  lot  of  mm  from  re¬ 
ceipt  to  disposition. 

Retention  period:  At  least  2  years. 
26  CRR  (1954)  216.315.  216.316  (reten¬ 
tion:  216.317) 

4.181  Proprietors  of  distillery  denatur¬ 
ing  bonded  warehouses. 

To  maintain  records  of  denatured 
rum  returned  to  the  warehouse  by  a 
bonded  dealer  or  manufacturer  or  by  the 
carrier. 

Retention  period:  At  least  2  years. 
26  CFR  (1954)  216.325  (retention: 

216.317) 

4.182  Proprietors  of  registered  distill¬ 
eries. 

To  keep  records  of  all  materials  re¬ 
ceived  on  the  distillery  premises  for  use 
in  the  production  of  distilled  spirits. 

Retention  period :  Not  less  than  2 
years.  26  CFR  (1954)  220.367  (re¬ 
tention:  220.760) 

4.183  Proprietors  of  registered  distill¬ 
eries. 

To  keep  records  of  removal  or  destme- 
tion  of  distillates. 

Retention  period :  At  least  2  years.  26 
CFR  (1954)  220.417  (retention:  220.760) 

4.184  Proprietors  of  registered  distill¬ 
eries. 

To  keep  records  of  all  removals  of 
distilled  water  showing  date  of  removal, 
name  and  address  of  consignee,  and 
Quantity  removed. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  220.424  (retention:  220.760) 

4.185  Proprietors  of  registered  distill¬ 
eries. 

■To  keep  records  of  removals  of  fusel 
oil  showing  date  of  removal,  name  and 
address  of  consignee,  and  quantity 
removed. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  220.433  (retention:  220.760) 

4.186  Proprietors  of  registered  distill¬ 
eries. 

To  keep  records  relating  to  destme- 
tion  of  washwater  showing  date  of  de- 
stmetion  and  quantity  (proof  gallons) 
destroyed.  ' 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  220.434  (retention:  220.760) 

4.187  Proprietors  of  registered  distill¬ 
eries. 

To  retain  records  of  samples  taken. 
Retention  period:  At  least  2  years.  26 
CFR  (1954)  220.486  (retention:  220.760) 

4.188  Proprietors  of  registered  distill¬ 
eries. 

To  keep  copies  of  Form  1615,  record  of 
toxable  samples  removed. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  220.488  (retention:  220.760) 


4.189  Proprietors  of  registered  distill¬ 
eries. 

To  keep  copies  of  monthly  report 
(Form  2260)  of  distilled  spirits  excise 
tax  stamps. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  220.586 

4.190  Proprietors  of  registered  distill, 
eries. 

To  maintain  records  of  loss  of  distilled 
spirits  showing  nature  and  extent  of 
loss,  date  loss  was  discovered,  and  proof 
gallons  lost. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  220.649  (retention:  220.760) 

4.191  «  Proprietors  of  registered  distill¬ 
eries. 

To  keep  daily  records  of  production 
and  copies  of  monthly  report  pertaining 
thereto  (Form  1598),  including  data 
necessary  to  identify  and  trace  the 
movement  of  all  materials  and  spirits 
through  the  various  processes  from  the 
use  of  the  materials  to  the  deposit  of  the 
finished  spirits  in  receiving  cisterns. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  220.755  (retention:  220.760) 

4.192  Proprietors  of  registered  distill¬ 
eries. 

If  distillates  from  two  or  more  types 
of  mash  are  in  process  at  the  same  time, 
to  keep  separate  records  for  each  type 
of  distillate  showing  the  deposits  to  the 
various  stills  for  redistillation,  redeposits 
in  unfinished  spirit,  tanks,  and  other 
movement  of  the  distillates. 

Retention  period :  At  least  2  years.  26 
CFR  (1954)  220.755  (retention:  220.760) 

_4.1'93  Proprietors  of  registered  distill¬ 
eries. 

To  keep  daily  records  of  distilled 
spirits  removed  or  destroyed,  including 
data  necessary  to  identify  each  lot  of 
spirits  and  to  verify  such  removal  or 
destruction. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  220.756  (retention:  220.760) 

'  4.194  Proprietors  of  registered  distill-, 
eries. 

To  keep  records,  and  copies  of  monthly 
reports  (Form  338),  of  spirits  received 
and  disposed  of  at  taxpaid  premises. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)' 220.758,  220.759  (retention: 
220.760) 

4.195  Proprietors  of  fruit  distilleries. 

To  keep  records  of  materials  (fer-- 
mented  or  unfermented)  received  for 
use  in  the  production  of  brandy. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  221.355  (retention:  221.775) ' 

4.196  Proprietors  of  fruit  distilleries. 

To  maintain  records  of  imdistilled  res¬ 
idue  of  distilling  materials  showing  date 
of  removal,  kind  of  material,  quantity, 
and  name  and  address  of  each  consignee 
if  the  material  has  been  disposed  of  to 
other  persons.  : 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  221.386  (retention:  221.775) 
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.  Retention  period:  At  least  2  years.  26 
CFR  (1954)  225.1122.  225.1123  (reten¬ 
tion:  225.1127) 

4.217  Proprietors  of  internal  revenue 
bonded  warehouses. 

To  keep  records  and  reports  of  dis¬ 
tilled  spirits  which  have  been  bottled  or 
packaged  especially  for  export  with 
benefit  of  drawback  and  which  are  held 
at  the  proprietor’s  contiguous  off-prem¬ 
ise  export  storage. 

Retention  period:  At  least  2  years. 
26  CFR  (1954)  225.1124  (retention: 

225.1127) 

4.218  Proprietors  of  internal  revenue 
bonded  warehouses. 

To  keep  file  copies  of  daily  memoran¬ 
dum  report  and  monthly  report  (Form 
2260)  of  bottled-in-bond  strip  stamps 
usage. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  225.1125.  225.1126  (reten- 
To  keep  Forms  1520  and  2323  covering  tion:  225.1127) 
the  filling  and  gauging  of  consoUdated  4.219  proprietor,  of  uiptud  holding 
parages.  .  houses  (including  export  storage  and 

Retention  period:  Not  specified.  contiguous  wholesale  liquor  dealer 

(Spirits  may  be  held  in  bond  up  to  20  '  room). 

years.)  26  CFR  (1954)  170.192  _  ,  «  * 

To  keep  records  of  all  operations  at 

the  taxpaid  bottling  house  including 
data  necessary  to  identify  and  trace 
movement  of  distilled  spirits  and  wines 
from  receipt  to  disposition,  and  to  keep 
copies  of  monthly  summary  report  per¬ 
taining  thereto  (Form  52  D). 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  230.280.  230.281.  230.284 
(retention:  230.285) 

4.220  Proprietors  of  taxpaid  bottling 
houses. 

To  keep  Forms  1440  and  1520  covering 
distilled  spirits  received  in  tank  car.  tank 
truck,  or  by  pipeline. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  230.164  (retention:  230.285) 

dation  of  packages  of  distilled  spirits. 

Retention  period:  2  years.  26  CTR  To  keep  Forms  230  (with  Forms  237  at- 
(1954)  170.196  (retention:  225.1127)  tached,  if  any)  covering  each  bottling 

operation. 

4.214  Proprietor  of  internal  revenue  Retention  period:  At  least  2  years.  26 

bonded  warehouses.  CFR  (1954)  230.202  (retention:  230.285) 

TO  prepare  and  retain  a  monthly  sum-  4  322  Proprietors  of  taxpaid  botding 
mary  account  of  all  distilled  spirits  excise  hoime*: 
tax  stamps  (Form  2260). 

Retention  period:  At  least  2  years.  26  To  keep  copies  of  daily  memorandum 
rran?  001;  >710  *  report  and  monthly  summary  report 

CFR  (1954)  225.719  (Form  2260) .  of  all  strip  stamps  transac- 

4.215  Proprietors  of  internal  revenue  tions. 

bonded  warehouses.  •Retention  period:  At  least  2  years.  26 

To  keep  daily  records  of  distilled  spirits  230.282.  230.283  (retention: 

removed  from  the  warehouse  and  copies  ^ 

of  monthly  report  (Form  52  C)  showing  4.223  Proprietors  of  taxpaid  wine  hot- 
quantities  of  bulk  and  bottled-in-bond  ***"*  houses, 

distilled  spirits  removed  from  the  ware-  To  keep  daily  records  (and  monthly 
house.  summary)  of  all  wine  received  at  and  re- 

Retention  period:  At  least  2  years.  26  moved  from  the  premises. 

CFR  (1954)  225.1120.  225.1121  (reten-  Retention  period:  3  years.  26  CFR 
tion:  225.1127)  (1954)  231.110  (retention:  231.114) 


4.197  Proprietors  of  fruit  distilleries*  StiUs  j 

To  keep  records  of  removal  or  destruc- 
tion  of  distillates. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  221.420  (retention:  221.775)  4.208 

4.198  Proprietors  of  fruit  distilleries.  To 

To  maintain  records  of  removals  of 
distilled  water  showing  date  of  removal. 
name  and  address  of  consignee,  and 
quantity  removed.  , 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  221.425  (retention:  221.775)  4.209 

4.199  Proprietors  of  fruit  distilleries.  To 

To  maintain  records  of  removals  of  ^ 
fusel  oil  showing  date  of  removal,  name 
and  address  of  consignee,  and  quantity 
removed. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  221.437  (retention:  221.775) 

4.200  Proprietors  of  fruit  distilleries.  4.210 

To  keep  records  relating  to  destruc¬ 
tion  of  water  used  for  washing  or  purify¬ 
ing  fusel  oil  showing  date  of  destruction 
and  quantity  (proof  gallons)  destroyed. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  221.438  (retention:  221.775) 

4.201  Proprietors  of  fruit  distilleries.  ^ 

To  keep  records  of  removal  of  brandy  *  l 
for  redistillation.  ' , 

Retention  period :  At  least  2  years.  26 
CFR  (1954)  221.470  (retention:  221.775) 

4.202  Proprietors  of  fruit  distilleries.  Ret 

To  keep  records  of  samples  taken.  (1954. 

Retention  period:  At  least  2  years.  26  4.212 

CFR  (1954)  221.506  (retention:  221.775)  I 

4.203  Proprietors  of  fruit  distilleries.  To 

To  keep  copies  of  Form  1615,  record  of 
taxable  samples  removed. 

Retention  period:  At  least  2  years.  26  ^^954, 

CffiR  (1954)  221.507  (retention:  221.775)  .4.213 

4.204  Proprietors  of  fruit  distilleries. 

To  keep  copies  of  monthly  report 
(Form  2260)  of  distilled  spirits  excise  tax 
stamps. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  221.586 

4.205  Proprietors  of  fruit  distilleries. 

To  keep  records  of  loss  or  destruction 
of  brandy  before  gauge. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  221.654  (retention:  221.775) 

4.206  Proprietors  of  fruit  distilleries. 

To  keep  dally  records  of  producticm 
and  copies  of  monthly  report  pertaining 
thereto  (Form  15),  including  data  nec¬ 
essary  to  identify  and  trace  movement 
of  all  materials  and  brandy  through  the 
various  processes  from  the  use  of  the 
materials  to  the  deposit  of  the  finished 
brandy  in  receiving  tanks. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  221.770,  221.772  (retention: 

221.775) 

4.207  Proprietors  of  fruit  distilleries. 

If  distillates  from  two  or  more  types  4.216'  Proprietors  of  internal  revenue 
of  materials  are  produced,  to  keep  sep-  bonded  warehouses, 

arate  records  for  each  tsrpe  of  distillate  To  keep  daily  records  of  spirits  re¬ 
showing  by  kind,  proof,  and  proof  gal-  ceived  and  disposed  (ff  at  taxpaid  prem- 
lons,  depokts  and  redeposits  in  unfin-  ises  and  copies  of  monthly  report  per¬ 
ished  brandy  tanks,  charges  to  various  taining  thereto  (Form  338). 


RULES  AND  REGULATIONS 


4.245  Proprietors  of  bonded  wine  cel¬ 
lars. 

TO  keep  copy  of  Form  2052  covering 
specific  quantity  of  wine  to  be  removed 
when  desiring  to  prepay  tax  as  provided 
in  26  CFR  (1054)  240.593. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.902  (retention:  240.924) 

4.246  Proprietors  of  bonded  wine  cel¬ 
lars. 

To  keep  copy  of  Form  702-C  (includ¬ 
ing  working  papers)  of  each  semiannual 
or  other  inventory  taken  by  him. 

26  Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.903  (retention:  240.924) 

4.247  Proprietors  of  bonded  wine  cel¬ 
lars. 

To  keep  copies  of  all  substitute  records 
approved  for  use  in  lieu  of  Forms  2054 
to  2060  inclusive. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.905.  240.913  (retention: 
240.924) 

4.248  Proprietors  of  bonded  wine  cel- 

4.238  Institutions  engaged  in  experi-  lars. 

mental  wine  operations.  ,  To  keep  copy  of  Form  2054  (wine 

To  keep  appropriate  records.  fermentation  record,  showing  details  of 

Retention  period:  3  to  6  years.  26  fermentation  and  amelioration)  when 
CFR  (1954)  240.549  (retention:  240.924)  engaged  in  the  production  of  still  wine, 
^  n  ^  I.  j  j  •  '  1  using  a  separate  Form  2054  for  each  kind 

4.239  Proprietors  of  bonded  wine  cel-  primary  material  used. 

*“”*  Retention  period:  3  to  6  years.  26 

To  keep  copies  of  Forms  703,  Transfer  CFR  (1954)  240.906  (retention:  240.924) 
of  Wine  in  Bond.  .  „  ,  r  u..  j  j  i 

Retention  period:  3  to  6  years.  26  ^  Proprietors  of  bonded  wme  cel- 

CFR  (1954)  240.615  (retention:  240.924) 

A  ttAn  D  •  .  f  u  j  j  •  f  To  keep  copy  of  Form  2055,  wine  re- 

4.240  Propn.ior.  of  bonded  *.ne  eel-  j^rve  Inventory  record  (Including  work- 

ing  papers) . 

To  keep  copies  of  approved  applica-  Retention  period:  3  to  6  years.  26 
tions  authorizing  removal  of  wine  free  CFR  (1954)  240.907  (retention:  240.924) 
of  tax,  by  States,  Territories,  District  of  .  n  •  .  r  u  j  j  •  i 
Columbia,  the  United  States  or  govern-  Proprietor,  of  bonded  mne  eel- 

mental  agency  thereof. 

Retention  period:  3  to  6  years.  26  To  keep  copy  of  Form  2056,  record  of 
CFR  (1954)  240.726  (retention:  240.924)  still  wine  produced  or  received. 

A  oAt  n  ci-jj  -  1  Retention  period:  3  to  6  years.  26 

larT”***”^**”  landed  wine  cel-  240.908  (retention:  240.924) 

To  keep  records  of  all  wine  samples  ^  Proprietors  of  bonded  wine  cel- 
taken  for  analysis  and  testing. 

Retention  period:  3  to  6  years.  26  To  keep  copy  of  Form  2057,  record  of 

CFR  (1954)  240.743  (retention:  240.924)  effervescent  wine.  * 

Retention  period:  3  to  6  years.  26 
4.242  Proprietors  of  bonded  wine  cel-  CFR  (1954)  240.909  (retention:  240.924) 

4.252  Proprietors  of  bonded  wine  cel- 
To  keep  copies  of  Forms  257  and  1520  lars. 

as  part  of  cellar  records.  To  keep  copy  of  Form  2058,  special 

Retention  period:  3  to  6  years.  26  natural  wine  production  record. 

CFR  (1954)  240.834  (retention:  240.924)  Retention  period:  3  to  6  years.  26 
4.24J  Proprieior,  of  bonded  nine  eel-  240.910  (retenUon:  240.924) 

lars.  4.253  Proprietors  of  bonded  wine  cel- 

lAni 

To  keep  copy  of  Form  702,  monthly 

report  covering  all  operations  of  the  To  keep  copy  of  Form  2059,  record  of 
bonded  wine  cellar.  •  ,  distilling  material  or  vinegar  stock. 

Retention  period:  S  to  6  ye^.  26 

CPR  (1954)  240.900  (retention:  240.924)  (1954)  240.911  (retention.  240.924) 

A  oaa  d  •  .  c  L  j  -1  •  1  4.254  Proprietors  of  bonded  wine  cel- 

4.244  Proprietors  of  bonded  wine  ceU 

lars.  1* 

„  ^  ^  To  keep  copy  of  Form  2060,  record  of 

To  keep  copies  of  daily  tax  returns  <m  cases  filled  where  cases  are  serially 

Form  2050.  numbered  at  the  time  of  filling. 

Retention  period:  8  to  6  years.  26  Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.901  (retention:  240.924)  CFR  (1954)  240.912  (retention:  240.924) 


4.226  Proprietor,  of  taxpaid  wine  but- 

ding  houses,  tention:  235.821) 

To  keep  records  (including  working  4.236  Proprietors  of  bonded  wine  crf- 
papers)  of  aU  semiannual  and  special 

inventories.  _  To  keep  copies  of  Forms  275  and  1520 

Retention  period:  3  years.  26  CFR  showing  wine  spirits  used  in  the  produc- 
(1954)  231.113  (retention:  231.114)  tion  of  wine. 

A  D  •  .  c  .  iwv.  Retention  period:  3  to  6  years. 

2«'  379,  240.904  (retention: 

wine  especially  for  export  with  bene-  ^4U.9z4) 

fit  of  drawback.  4.237  Proprietors  of  bonded  wine  cel- 

To  keep  record  of  operations  as  pre-  I®"* 
scribed  in  26  CFR  (1954)  Part  231,  Sub-)  To  keep  separate  records  showing 
part  H;  and  to  keep,  file  copies  of  Forms  quantities  of  heavy  bodied  blending  wine 
230  (with  Form  1684,  if  any,  attached) .  produced,  received,  used,  shipped,  and 
Retention  period:  3  years.  26  CTR  on  hand. 

(1954)  231.114  Retention  period:  3  to  6  years.  26 

4.228  Rectifiers.  (1954)  240.484  (retention:  240.924) 

To  keep  completed  Forms  122,  Recti¬ 
fier’s  Notice  of  Dumping  and  Rectifica¬ 
tion. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  235.411  (retention:  235.821) 

4.229  Rectifiers. 

To  maintain  records  for  recording  use 
of  nonalcoholic  blending,  coloring,  or 
flavoring  materials  used  in  a  rectified 
product. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  235.402  (retention:  235.821) 

4.230  Rectifiers. 

To  keep  copies  of  Form  2057  showing 
sparkling  wine  manufactiu*ed  by  second¬ 
ary  fermentation  within  the  bottle. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  235.498  (retention:  235.821) 

4.231  Rectifiers. 

To  keep  completed  Forms  237,  Report 
of  Rectified  Spirits. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  235.582,  235.588,  235.592 
(retention:  235.821) 

4.232  Rectifiers. 

To  keep  completed  Forms  230,  Notice 
of  Dumping  Spirits  for  Bottling  without 
Rectification. 

Retention  period:  At  least  2  years.  26 
CTR  (1954)  235.693.  235.703  (retention: 

235.821) 

4.233  Rectifiers. 
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4.255  Proprietors  of  bonded  wine  cel> 

lars. 

To  keep  record  of  sugar  received,  used, 
and  stored,  showing  kind,  quantity,  date 
of  receipt,  and  from  whom  received. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.914  (retention:  240.924) 

4.256  Proprietors  of  bonded  wine  cel* 
lars. 

To  keep  separate  records  of  materials 
received  and  used. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.915  (retention:  240.924) 

4.257  Proprietors  of  bonded  wine  cel¬ 
lars. 

To  keep  complete  tank  records,  or 
similar  records,  so  that  origin  may  be 
verified  when  desiring  to  account  for  or 
dispose  of  wine  under  varietal  or  vintage 
designations. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.916  (retention:  240.924) 

4.258  Proprietors  of  bonded  wine  cel¬ 
lars. 

To  keep  record  of  use  of  acids. 
Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.917  (retention:  240.924) 

4.259  Proprietors  of  bonded  wine  cel¬ 
lars. 

To  keep  records  of  chemicals.  pre> 
servatives,  or  materials  other  than  acids 
used  in  the  cellar  treatment  of  wines. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.918  (retention:  240.924) 

4.260  Proprietors  of  bonded  wine  cel¬ 
lars. 

To  keep  records  of  wine  baked. 
Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.919  (retention:  240.924) 

4.261  Proprietors  of  bonded  wine  cel¬ 
lars. 

To  keep  records  of  taxpaid  removals  of 
wine  from  bond. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.920  (retention:  240.924) 

4.262  Proprietors  of  bonded  wine  cel¬ 
lars. 

To  maintain  a  separate  record  at  tax- 
paid  room  whether  room  is  maintained 
on  or  off  bonded  premises,  showing  the 
quantities,  serial  numbers,  kind  and 
alcohol  content  of  wine  received  and 
shipped,  including  dates  of  receipt  and 
shipment,  and  names  and  addresses  of 
persons  to  whom  shipped. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.921  (retention:  240.924) 

4.263  Persons  other  than  operator  of  a 
bonded  wine  cellar. 

To  keep  Form  1541,  Registration  for 
Production  of  Wine  for  Family  Use,  at 
the  place  of  production. 

Retention  period:  3  to  6  years.  26 
CFR  (1954)  240.542  (retention:  240.924) 

4.264  Brewers. 

To  keep  records  of  transactions  in 
brewer’s  yeast,  malt,  and  malt  syrup. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  245.135,  245.136  (retention: 
245.232) 


4.265  Brewers. 

To  keep  copy  of  Form  2035  on  transfer 
of  untaxpaid  beer. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  245.146,  245.147  (retention: 
245.232) 

4.266  Brewers. 

To  keep  daily  records  (Form  2051  or 
detailed  records  in  lieu  of  form)  reflect¬ 
ing  amounts  of  beer,  cereal  beverage, 
and  brewing  materials  in  process  and 
quantities  of  materials  received  and 
used  in  production;  amounts  of  beer  and 
cereal  beverage  produced,  transferred  to 
bottling  house  and  racking  room,  bottled 
and  racked,  removed  from  the  brewery, 
lost  due  to  breakage  or  other  cause,  and 
amount  of  finished  beer  and  cereal 
beverage  on  hand;  and  amount  of  beer 
consumed  at  the  brewery,  removed  from 
the  market,  returned  to  the  brewery,  re¬ 
cased  and  relabeled,  reconditioned,  and 
received  from  other  breweries. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  245.225  (retention:  245.232) 

4.267  Brewers. 

To  maintain  a  monthly  inventory  rec¬ 
ord  of  shortages  and  overages  of  beer 
and  cereal  beverages,  and  a  record  of  the 
ballings  of  the  wort  produced  and  of  the 
ballings  and  alcohol  content  of  the  beer 
and  cereal  beverage  transferred  to  the 
bottling  house,  the  racking  room,  and 
between  breweries  in  bulk  conveyances. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  245.225  (retention:  245.232) 

4.268  Brewers. 

To  keep  copies  of  monthly  reports 
(Form  103)  relating  to  summary  of  brew¬ 
ery  operations. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  245.226  (retention:  245.232) 

4.269  Brewers. 

To  keep  copies  of  tax  retiurns  (Form 
2034)  and  supporting  records,  reporting 
daily  beer  sold  or  removed  for  taxable 
purpose. 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  245.229  (retention:  245.232) 

4.270  Brewers. 

To  keep  record  of  disposition  of  unsal¬ 
able  bottled  beer  in  bottling  house. 

Retention  period:  2  years.  26  CFR 
(1954)  245.230  (retention:  245.232) 

4.271  Persons,  other  than  tourists, 
bringing  liquors  into  the  United 
States  from  Puerto  Rico  or  the  Vir¬ 
gin  Islands  (excepting  proprietors  of 
taxpaid  premises). 

To  keep  records  and  copies  of  reports 
pertaining  to  receipt  and  disposition  of 
such  liquors  (except  while  in  customs 
custody)  in  accordance  with  26  CFR 
(1954)  Part  194,  “Liquor  Dealers.” 

Retention  period:  As  prescribed  in  26 
CFR  (1954)  Part  194.  26  CFR  (1954) 
250.163,  250.274 


4.272  Proprietors  of  taxpaid  premises 
(including  industrial  alcohol  plants 
or  bonded  warehouses,  register^  dis¬ 
tilleries,  fruit  distilleries,  and  inter¬ 
nal  revenue  bonded  warehouses 
operating  taxpaid  premises,  and  tax- 
paid  bottling  houses  and  rectifying 
plants)  bringing  liiiuors  into  the 
United  States  from  Puerto  Rico  or 
the  Virgin  Islands. 

To  keep  records  and  copies  of  reports 
of  transactions  pertaining  to  such  liquors 
in  accordance  with  regulations  governing 
the  operations  of  each  such  taxpaid 
premise. 

Retention  period:  As  prescribed  for  ap¬ 
plicable  premise.  26  CFR  (1954)  250.164, 
250.275 

4.273  Importers  of  distilled  spirits. 

To  keep  daily  records  and  copies  of 
monthly  reports  of  red  strip  stamp  trans¬ 
actions  (Focpi  96). 

Retention  period:  At  least  2  years.  26 
CFR  (1954)  251.130,  251.131,  251.132  (re¬ 
tention:  251.137) 

4.274  Importers  of  distilled  spirits, 
wines,  or  beer  (except  proprietors  of 
taxpaid  premises). 

To  keep  records  and  copies  of  reports 
of  the  receipt  and  disposition  of  such 
liquors  (except  while  in  customs  custody) 
in  accordance  with  26  CFR  (1954)  Part 
194,  ‘‘Liquor  Dealers.” 

Retention  period:  As  prescribed  in  26 
CFR  (1954)  Part  194.  26  CFR  (1954) 
251.133  (retention:  251.137) 

4.275  Proprietors  of  taxpaid  premises 
(including  industrial  alcohol  plants 
or  bonded  warehouses,  registered 
distilleries,  fruit  distilleries,  and  in¬ 
ternal  revenue  bonded  warehouses 
operating  taxpaid  premises,  and  tax- 
paid  bottling  houses  and  rectifying 
plants)  importing  licpiors. 

To  keep  records  and  copies  of  reports 
of  transactions  pertaining  to  the  impor¬ 
tation  of  such  liquors  in  accordance  with 
regulations  governing  the  operations  of 
each  such  taxpaid  premise. 

Retention  period:  At  lease  2  years.  26 
CFR  (1954)  251.134  (retention:  251.137) 

4.276  Airlines  withdrawing  distilled 
spirits  or  wine  from  its  stock  held  in 
customs  custody. 

To  keep  copy  of  requisition. 

Retention  period:  Not  specified.  26 
CFR  (1954)  252.107 

4.277  Proprietors  of  industrial  alcohol 
plants  or  warehouses  withdrawing 
alcohol  for  deposit  in  a  foreign-trade 
zone. 

To  file  copies  of  Forms  1440  and  1701. 

Retention  period:  Not  specified.  26 
CFR  (1954)  253.49 

4.278  Denaturers  or  dealers  withdraw¬ 
ing  denatured  alcohol  for  deposit  in 
a  foreign-trade  zone. 

To  keep  file  copies  of  Forms  1701. 

Retention  period:  Not  specified.  26 
CFR  (1954)  253.67 
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4^79  Pr<^>rietor8  of  distillery  denatur* 
ing  bonded  warehouses  withdrawing 
denatured  rum  for  deposit  in  a  for« 
eign-trade  aone. 

To  keep  file  copies  of  Forms  1701. 

Retention  period:  Not  specified.  26 
CFR  (1954)  253.82 

4.280  Proprietors  of  registered  distill* 
eries,  fruit  distilleries,  or  internal 
revenue  bonded  warehouses  with¬ 
drawing  distilled  spirits  for  deposit 
in  a  foreign-trade  zone. 

To  keep  file  copies  of  Forms  1520  and 
1701. 

Retention  period:  Not  specified.  26 
CFR  (1954)  253.112 

4.281  Proprietors  of  bonded  wineries  or 
bonded  wine  cellars  withdrawing 
wines  for  deposit  in  a  foreign-trade 
acme. 

TO  keep  file  copies  of  Forms  1701. 

Retention  period:  Not  specified.  26 
CFR  (1954)  253.155 

-4.282  Brewers  removing  beer,  without 
payment  of  tax,  for  deposit  in  a 
foreign-trade  zone. 

To  keep  file  copies  of  Forms  1689. 

Retention  period:  Not  specified.  26 
CFR  (1954)  253.176 

TOBACCO 

4.283  Domestie  manufacturers  of  ciga¬ 
rette  papers  and  tubes. 

To  keep  a  book  record  of  cigarette 
papers  made  up  into  packages,  books, 
sets,  or  tubes  and  the  number  of  tubes 
sold,  and  to  keep  a  record  of  manufac¬ 
turers  and  others  to  whom  sold  showing 
the  number  of  tubes  so  sold  tax-free  and 
taxpaid. 

Retention  period:  Not  specified.  26 
CFR  140.190 

4.284  Proprietors  of  bonded  sea  stores 
warehouses. 

To  keep  an  accurate  account  of  articles 
received,  withdrawn,  delivered,  trans¬ 
ferred.  repacked,  and  on  hand. 

Retention  period:  Not  specified.  26 
CFR  141.14 

4.285  Proprietors  of  bonded  internal 
revenue  tobacco  export  warehouses. 

To  keep  an  account  of  tobacco  products 
showing  quantities  on  hand,  received, 
withdrawn,  and  returned. 

Retention  period:  Not  specified.  26 
CFR  451.45 

4.286  Manufacturers  of  tobacco  prod¬ 
ucts  and  proprietors  of  bonded  in¬ 
ternal  revenue  tobacco  export  ware¬ 
houses. 

To  keep  a  copy  of  the  appropriate 
notice  of  removal  in  connection  with 
each  removal  of  tobacco  products  or 
cigarette  papers  or  tubes,  without  pay¬ 
ment  of  tax,  for  delivery  to  a  foreign- 
trade  zone  or  for  return  to  a  factory  or 
warehouse  from  a  foreign-trade  zone. 

Retention  period:  Not  specified.  26 
CFR  (1954)  253.382,  253.384 

4.287  Manufacturers  of  cigars  and  ciga¬ 
rettes. 

To  keep  daily  records  and  copies  of 
monthly  report  (Form  2136)  of  opera¬ 
tions  and  transactions  in  connection 
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with  the  memufacture  of  cigars  and 
cigarettes  including  detailed  information 
of  cigars  and  cigarettes  manufactured, 
received,  removed,  and  disposed  of  and 
stamps  received,  used,  and  lost  or  de¬ 
stroyed. 

Retention  period:  2  years  after  the 
close  of  the  year  covered  in  the  records 
or  report.  26  CFR  (1954)  270.142,  270.143 

4.288  Manufacturers  and  importers  of 
tobacco  or  cigars  and  cigarettes. 

To  keep  copy  of  order  form  for  tax 
stamps  marked  “paid”  by  district  di¬ 
rector.. 

Retention  period:  2  years  following 
the  close  of  the  year  in  which  purchased. 
26  CFR  (1954)  270.148,  270.192,  275.137, 
275.181 

4.289  Manufacturers  of  tobacco  prod¬ 
ucts  and  dealers  in  tobacco  materials. 

To  keep  copy  of  notice  (customs 
dated)  of  release  of  imported  tobacco 
materials,  cigars,  and  cigarettes  released 
from  customs  custody. 

Retention  period:  2  years  after  the 
close  of  the  year  in  which  released.  26 
CFR  (1954)  270.166,  275.155,  280.121 

4.290  Manufacturers  and  importers  of 
tobacco  products. 

To  keep  a  copy  of  each  claim  for  al¬ 
lowance  in  letter  form,  and  a  copy  of  the 
schedule  prepared  in  connection  with 
each  claim  for  refund,  certified  by  reve¬ 
nue  officer. 

Retention  period:  Not  specified.  26 
CFR  (1954)  270.162a,  270.164,  270.197, 
296.122 

4.291  Manufacturers  and  importers  of 
cigars. 

To  keep  a  copy  of  each  tax  return. 
Form  2135,  receipted  by  district  director, 
covering  cigars  removed  from  factory  or 
released  from  customs  custody. 

Retention  period:  2  years  following 
close  of  year  in  which  such  return  was 
filed.  26  CFR  (1954)  270.220,  270.230 

4.292  Manufacturers  and  importers  of 
tobacco  products. 

To  keep  a  copy  of  each  tax  return. 
Forms  2616,  2617,  2618,  2619,  and  2620, 
receipted  by  district  director,  covering 
tobacco  products  removed  from  factory 
or  released  from  customs  custody. 

Retention  period;  3  years  following 
close  of  year  in  which  such  return  was 
filed.  26  CFR  (1954)  296.105,  296.110, 
296.114 

4.293  Manufacturers  of  cigars  paying 
tax  on  cigars  by  return,  Form  2135. 

To  keep  a  supporting  record  of  cigars 
removed  from  factory  subject  to  tax, 
showing  date  of  removal,  name  and  ad¬ 
dress  of  person  to  whom  shipped  or 
delivered,  and  the  class  and  quantity  of 
cigars. 

Retention  period:  2  years  following 
the  close  of  year  in  which  removed.  26 
CFR  (1954)  270.224 

4.294  Manufacturers  of  tobacco  prod¬ 
ucts  paying  tax  on  tobacco  products 
by  return.  Forms  2617,  2618,  2619, 
and  2620. 

To  keep  a  supporting  record  of  tobacco 
products  removed  from  factory  subject 


to  tax,  showing  the  date  of  removal,  the 
name  and  address  of  person  to  whom 
shipped  or  delivered,  the  quantity  and 
kind  of  product,  and  in  the  case  of  large 
cigars  or  cigarettes,  the  class. 

Retention  period :  3  years  following  the 
close  of  year  in  which  removed.  26  CFR 
(1954)  296.118 

4.295  Manufacturers  of  tobacco. 

To  keep  daily  records  and  copies  of 
monthly  report  (Form  2134)  of  opera¬ 
tions  and  transactions  in  connection 
with  the  manufacture  of  tobacco  includ¬ 
ing  detailed  information  of  manufac¬ 
tured  tobacco  produced,  received,  re¬ 
moved,  and  disposed  of  and  stamps 
received,  used,  and  lost  or  destroyed.  ' 

Retention  period:  2  years  after  the 
close  of  the  year  covered  in  the  records 
or  report.  26  CFR  (1954)  275.132, 

275.133 

4.296  Agents  of  farmers  or  growers  of 
leaf  tobacco,  and  cooperative  asso¬ 
ciations. 

To  keep  records  of  all  receipts  and 
sales  of  tobacco. 

Retention  period:  Not  specified.  26 
CFR  (1954)  280.52,  280.53 

4.297  Dealers  in  tobacco  materials. 

To  keep  a  record  of  tobacco  materials 
received,  lost  or  destroyed,  and  shipped 
or  delivered. 

Retention  period:  2  years  after  the 
close  of  the  year  covered  in  the  record. 
26  CFR  (1954)  280.60  (retention: 

280.127) 

4.298  Manufacturers  of  tobacco,  cigars, 
cigarettes  and  cigarette  papers  or 
tubes. 

To  keep  one  copy  each  of  the  requisi¬ 
tion,  Form  7996,  and  in  the  notice  of 
shipment.  Form  7997,  at  the  factory  from 
which  the  tax-free  shipment  is  made  to 
the  Federal  requisitioner. 

Retention  period:  1  year  after  the  close 
of  the  year  in  which  the  removal  is  made. 
26  CFR  (1954)  295.51,  295.52 

4.299  Manufacturers  of  tobacco  prod¬ 
ucts  and  cigarette  papers  and  tubes. 

To  keep  supporting  records  of  removals 
without  payment  of  tax  for  use  of  the 
United  States  showing  the  date  of  re¬ 
moval,  the  name  and  address  of  the 
Federal  agency  or  institution  to  which 
shipped  or  delivered,  the  quantity,  and, 
in  respect  to  large  cigars,  the  class  desig¬ 
nation. 

Retention  period :  2  years  following  the 
close  of  the  year  in  which  removed.  26 
CFR  (1954)  295.56 

FIREARBIS 

4.300  Persons  responsible  for  returns 
and  payment  of  tax  on  sales  of  pistols 
and  revolvers. 

To  keep  such  records  and  memoranda 
as  will  clearly  show  the  amount  of  the 
sales  of  pistols  and  revolvers  for  each 
month;  evidence  of  the  right  to  exemp¬ 
tion  from  the  tax;  and  a  complete  and 
detailed  record  of  overpasrments  for 
which  credits  are  taken.  A  duplicate  of 
the  return  shall  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  becomes  due  and,  with  re- 
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5pect  to  credits.  4  years  from  the  date 
the  credit  is  taken.  26  CFR  302.9, 302.12, 
302.15. 

4.301  Persons  making  exports  of  pistols 
and  revolvers. 

(a)  Manufacturers  selling  pistols  and 
revolvers  for  export  and  in  due  course  so 
exported.  To  preserve  the  orders  or 
contracts  of  sale,  and  certificates  with 
respect  to  shipment  to  a  foreign  destina¬ 
tion.  and  “proofs  of  exportation.’* 

(b)  Persons,  other  than  manufacture 
ers,  exporting  pistols  and  revolvers.  To 
carefully  preserve  in  their  own  files 
copies  of  export  bills  of  lading  or  other 
shipping  documents  and  all  other  papers 
bearing  on  the  transactions. 

Retention  period:  Not  specified.  26 
CFR  302.16,  302.17.  302.18 

4.302  Licensed  firearms  manufacturers 
and  dealers. 

To  maintain  complete  and  adequate 
records  refiecting  the  production  or  re¬ 
ceipt  (whether  by  importation,  acquisi¬ 
tion  from  other  licensees,  or  otherwise) , 
and  the  disposition,  at  wholesale  or  re¬ 
tail.  of  all  firearms  (including  firearms 
in  an  unassembled  condition)  received  or 
disposed  of  in  the  course  of  business. 

Retention  period:  10  years  from  date 
transaction  occurs.  Upon  discontinu¬ 
ance  of  business  records  must  be  deliv¬ 
ered  to  successor,  or,  if  discontinuance 
of  the  business  is  absolute,  to  Director, 
'Alcohol  and  Tobacco  Tax  Division.  26 
CFR  (1954)  177.51 

4.303  Applicants  for  exemption  from 
firearms  transfer  tax. 

To  retain  a  duplicate  copy  of  the  ap¬ 
plication  for  exemption,  giving  a  descrip¬ 
tion  of  the  firearm,  names  and  addresses 
of  transferor  and  transferee,  date  of 
transfer,  basis  of  exemption,  and  any 
other  evidence  the  Director,  Alcohol  and 
Tobacco  Tax  Division,  may  require. 

Retention  period:  Not  specified  for 
transferor.  Transferee  retains  for  dura¬ 
tion  of  his  ownership  of  firearm.  26  CFR 
(1954)  179.105. 

4.304  Manufacturers,  importers,  or 
dealers  in  firearms  (including  pawn-, 
brokers). 

To  keep  records  showing  (a)  the  man¬ 
ufacture,  receipt,  transfer  or  other  dis¬ 
position  of  all  firearms  taxable  under  the 
Internal  Revenue  Code,  (b)  date  of  such 
manufacture,  receipt,  transfer  or  disposi¬ 
tion,  (c)  the  number,  model,  and  trade 
name  or  other  mark  identifying  each 
firearm,  (d)  the  name  and  address  of 
the  person  to  whom  any  firearm  is' trans¬ 
ferred. 

Retention  period:  At  least  4  years  from 
date  of  disposition  of  the  firearm.  26 
CFR  (1954)  179.150 

4.305  Manufacturers,  importers,  and 
dealers  of  firearms  (including  pawn¬ 
brokers)  making  returns  on  the  man¬ 
ufacture,  receipt,  transfer,  or  other 
disposition  of  firearms. 

To  keep  duplicate  copy  of  the  return, 
whether  of  individual  transaction  or  % 
daily  sununary  of  transactions. 

■  Retention  period:  At  least  4  years.  26 
CFR  (1954)  179.151 
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5.  Office  of  International  Finance 
(Foreign  Assets  Control) 

5.1  Persons  engaged  in  transactions 
subject  to  Foreign  Assets  Control 
regulations  and  Transaction  Control 
regulations. 

To  keep  a  full  record  of  each  transac- 
tion  subject  to  the  provisions  of  31  CFR 
Ch.  V,  whether  effected  pursuant  to  li¬ 
cense  or  not. 

Retention  period:  Shall  be  available 
for  examination  at  least  2  years  after 
date  of  transaction.  31  CFR  500.601, 
500.804,  505.60 

6.  Bureau  of  the  Mint 

6.1  Persons  authorized  by  license  or  by 
31  CFR  54.18  or  54.21  to  acquire, 
hold,  process,  and  dispose  of  gold. 

To  keep  full  and  accurate  records  of 
all  operations  and  transactions  respect¬ 
ing  gold,  including  the  name,  address, 
and  Treasury  gold  license  number  of  each 
person  from  whom  it  is  acquired  or  to 
whom  it  is  delivered  (or,  when  no  Treas¬ 
ury  gold  license  is  held,  the  section  of 
regulations  in  this  part  pursuant  to 
which  the  gold  was  held  or  acquired  by 
such  person) ,  the  amount,  date,  descrip¬ 
tion  and  purchase  or  sales  price  of  each 
acquisition  and  delivery,  any  other 
'  papers  and  records  required  to  be  kept 
by  a  Treasury  Department  gold  license, 
and  costs  and  expenses  in  computation 
of  total  domestic  value  of  articles  of 
fabricated  or  semiprocessed  gold. 

Retention  period:  Until  end  of  the  fifth 
calendar  year  (or  fifth  fiscal  year,  if 
accounts  are  so  maintained).  31  CFR 
54.26 

6.2  Licensed  importers  of  gold-bearing 
materials  for  reexport  of  gold  re¬ 
fined  therefrom. 

To  cause  to  be  kept  at  the  plant  of  first 
treatment  an  exact  record  of -percentages 
and  weights  as  specified,  for  each  impor¬ 
tation,  an  attested  copy  of  such  record 
to  be  filed  with  the  assay  ofSce  at  New 
York  or  the  mint  at  San  Francisco, 
whichever  is  designated. 

Retention  period:  At  least  1  year  after 
date  of  disposition  of  gold.  31  CFR  54.32 

6.3  Persons  delivering  silver  under  31 
CFR  Part  80  and  persons  owning  or 
operating  a  smelter  or  refinery  at 
which  silver  to  be  delivered  is  mixed 
with  secondary  or  foreign  silver,  or 
both. 

To  keep  accurate  records  of  all  acqui¬ 
sitions,  by  mining  or  otherwise,  and  of 
all  dispositions  of  silver  mined  subse¬ 
quently  to  July  1,  1939,  and  July  1,  1946, 
including,  among  other  things,  records  of 
the  dates  of  mining,  acquisition,  and 
disposition. 

Retention  period:  At  least  1  year  after 
last  delivery.  31  CFR  80.10,  80.12 

7.  Bureau  of  Narcotics 

7.1  Importers  of  crude  opium  or  coca 
leaves. 

To  keep  quintuplicate  copy  of  permit 
to  import. 

Retention  period:  2  years.  21  CFR 
302.10  (retention:  26  U.S.C.  (IR.C.  1954) 
4705) 


2323 

7.2  Elxporters  of  narcotic  drugs. 

To  keep  triplicate  copy  of  .export 
permit.  _ 

Retention  period:  2  years.  21  CFR 
302.21  (retention:  26  U.S.C.  (IJt.c:  1954) 

4705) 

7.3  Exporters  of  narcotic  drugs. 

To  keep  a  record  of  any  serial  numbers 
that  might  appear  on  packages  of  nar¬ 
cotic  drugs  in  quantities  of  one  oimce  or 
more  in  such  manner  as  will  identify  the 
foreign  consignee. 

Retention  period:  Pehnanent.  21  CFR 
302.27  (retention:  26  CFR  151.59) 

7.4  Importers  of  special  coca  leaves. 

To  keep  duplicate  copy  of  quarterly  re¬ 
turn  accounting  for  all  transactions  in¬ 
volving  such  leaves  or  substances  derived 
therefrom  containing  narcotic  drugs. 

Retention  period:-  2  years.  21  CFR 
302.46  (retention:  26  U.S.a  (1R.C.  1954) 

4705) 

7.5  Producers  of  opium  poppies. 

To  keep  duplicate  copy  of  annual  re¬ 
turn  accounting  for  all  transfers  and 
dispositions  of  opium  poppies  and  fully 
accounting  for  all  opium  poppies  pro¬ 
duced  or  otherwise  obtained. 

Retention  period:  Not  specified.  21 
CFR  303.14 

7.6  Manufacturers  of  opium  or  opium 

products  from  opium  poppies.  / 

To  keep  duplicate  copy  of  quarterly 
return  accounting  for  all  such  manu¬ 
facturing  operations. 

Retention  period:  Not  specified.  21 
CFR  303.15 

7.7  Registrants  surrendering  heroin  to 
Conunissioner  of  Narcotics. 

To  keep  duplicate  copy  of  inventory  of 
heroin  shipped. 

Retention  period:  2  years.  21  CFR 
306.2 

8.  Bureau  of  the  Public  Debt 

8.1  Banks  receiving  bearer  securities 
for  restrictive  endorsement. 

To  retain  the  original  and  triplicate 
copies  of  lists  of  securities  presented  to 
the  Federal  Reserve  Bank  or  Treasurer 
of  the  United  States  and  photographic 
reproductions  of  the  endorsed  securities, 
when  made  by  the  banks  for  their  own 
protection,  the  original  copy  of  the  list 
and  prints  of  any  photographic  repro¬ 
ductions  made  to  be  used  to  support  an 
application  for  relief  on  account  of  loss, 
theft,  or  destruction  of  endorsed  securi¬ 
ties,  as  provided  in  31  CFR  328.7.  v 

Retention  period:  Until  the  transac¬ 
tion  is  completed  by  receipt  of  payment 
or  receipt  of  the  securities  issu^  in  ex¬ 
change.  31  CFR  328.5 

8.2  Treasury  savings  stamp  agents  sell¬ 
ing  U.S.  savings  stamps  in  schools. 

To  keep  (a)  cancelled  receipts  re¬ 
turned  by  post  office  covering  stamps  ob¬ 
tained  and  fully  accounted  for  and  (b) 
original  and  duplicate  copy  of  monthly 
record  of  unsold  stamps  and/or  proceeds 
of  stamps  sales  shipped  or  otherwise  de¬ 
livered  to  the  post  office  during  month 
(Form  PD  2950). 
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RULES  AND  REGULATIONS 


Retention  period:  (a)  1  calendar 

month  after  receipt  is  returned  and  (b)  1 
calendar  month  after  date  last  shipment 
is  recorded  on  monthly  record  or,  if 
stamps  or  proceeds  of  stamp  sales  are 
lost,  stolen,  or  destroyed  in  transit  or 
for  other  reason  stamps  are  not  ac¬ 
counted  for  in  full,  1  calendar  month 
after  deficiency  is  removed.  31 CFR  338.8 

9.  United  States  Coast  Guard 

9.1  Masters  of  tank  vessels  or  vessels 
lowing  Unk  barges  transporting  in¬ 
flammable  or  combustible  cargo. 

To  keep  on  board  a  bill  of  lading  mani¬ 
fest  or  shipping  document  giving  name 
of  consignee  and  the  delivery  point,  the 
kind,  grades,  and  approximate  quantity 
of  each  kind  and  grade  of  cargo,  and  for 
whose  account  the  cargo  is  being 
handled. 

Retention  period:  During  period  of 
transportation  or  storage.  46  CFR 
35.01>10 

9.2  Owners,  ag^ts,  masters,  or  other 
persons  in  charge  of  vessel  involved 
in  marine  casualties. 

To  keep  such  voyage  records  of  the  ves¬ 
sel  as  are  maintained  by  the  vessel,  such 
as  both  rough  and  smooth  deck  and 
engine  room  logs,  bell  books,  navigation 
charts,  navigation  work  books,  compass 
deviation  cards.  g3rro^  compass  records, 
stowage  plans,  records  of  draft,  aids  to 
mariners,  radiograms  sent  and  received, 
the  radio  log,  and  crew  and  passenger 
lists. 

Retention  period:  Until  notification  of 
completion  of  investigation  is  received 
from  Coast  Guard.  43  CFR  35.15-1, 
78.07-15.  97.07-15,  136.05-15,  167.65-65 

9.3  Masters  or  senior  deck  officer  of 
tank  ships  in  charge  of  transfer  of 
inflammable  and  combustible  cargo. 

To  keep  on  board  copy  of  Declaration 
of  Inspection  Prior  to  Bulk  Cargo 
Transfer. 

Retention  period:  During  period  of 
transportation  or  storage.  46  CFR 
35.35-30 

9.4  Welders. 

To  maintain  qualification  test  records 
with  identification  data. 

Retention  period:  Not  specified.  46 
CFR  56.01-10 

9.5  Masters  of  passenger  vessels  other 
than  those  making  foreign  or  inter¬ 
coastal  voyages.  . 

To  have  official  log  book  (or  equiva¬ 
lent)  available  for  review  by  Coast  Guard 
Inspectors. 

Retenticm  period:  At  least  1  year  after 
last  date  to  which  record  refers.  46 
CFR  78.37-3 

9.6  Masters  of  passenger  vessels  where 
an  official  log  book  is  not  required 
(except  ferry  vessels). 

To  keep  a  record  of  the  correct  coimt 
of  all  passengers  received  and  delivered 
from  day  to  day.  This  record  shall  be 
open  to  inspection  by  the  Coast  Guard  at 
all  times. 

Retention  period;  1  year  after  date  to 
which  the  records  refer.  46  CJFR  78.37- 
10 


9.7  Masters  of  cargo  and  miscellaneous 
vesads  other  than  those  making  for¬ 
eign  <Mr  intercoastal  voyages. 

To  have  official  log  book  (or  equiva¬ 
lent)  available  for  review  by  Coast 
Guard  Inspectors. 

Retention  period:  At  least  1  year  after 
last  date  to  which  record  refers.  46  CTFR 
97.35-3.  • 

9.8  Owners,  agents,  masters  and  other 
persons  in  charge  of  nautical  school 
ships  involved  in  marine  casualties. 

To  keep  voyage  records  of  nautical 
school  ships  that  are  maintained,  such  as 
both  rough  and  smooth  deck  and  engine 
room  logs,  bell^oks,  navigation  charts, 
navigation  work  books,  compass  devia¬ 
tion  cards,  gyro  compass  records,  stow¬ 
age  plans,  records  of  drafts,  aid  to 
mariners,  radiograms  sent  and  received, 
radio  logs,  and  lists  of  persons  aboard. 

Retention  period:  Until  notification  of 
completion  of  investigation  is  received 
from  Coast  Guard.  46  CFR  136.05-15, 
167.65-65 

9.9  Masters  of  vessels  storing  explosives 

for  a  period  exceeding  24  hours 
(other  than  barges  and  magazine 
vessels).  /■ 

To  keep  records  of  temperature 
readings.  _ 

Retention  period:  1  year.  46  CFR 
146.02-12 

9.10  Owners  of  vessels. 

To  keep  shipping  orders,  manifests,  or 
other  shipping  documents,  cargo  lists, 
cargo  stowage  plans,  reports,  papers,  and 
records  as  required  to  be  prepared,  unless 
persons  or  corporations  charter  or  en¬ 
gage  or  contract  for  the  use  of  these 
vessels  under  such  terms  and  conditions 
that' they  have  full  and  exclusive  control 
of  the  management  and  operation  of 
such  vessels. 

Retention  period:  1  year.  46  (7FR 
146.02-22 

9.11  Persons -or  corporations  chartering 
or  engaging  or  contracting  for  the 
use  of  vessels  under  such  terms  and 
conditions  that  they  have  full  and 
exclusive  control  of  the  management 
and  operation  thereof. 

To  keep  shipping  orders,  manifests,  or 
other  shipping  documents,  cargo  lists, 
cargo  stowage  plans,  reports,  papers  and 
records  as  required  to  be  prepared. 

Retention  period:  1  year.  46  CTR 
146.02-22 

9.12  Vessel  operators. 

To  keep  copies  of  delivery  receipts 
covering  domestic  deliveries  and  expor¬ 
tation  of  explosives  or  other  dangerous 
articles  or  substances,  and  combustible 
liquids. 

Retention  period:  1  year.  46  CTR 
146.05-12,  146.05-13 

9.13  Owners,  charterers,  agents,  or 
masters  of  vessels. 

To  keep  memoranda  describing  the 
shipments  of  explosives  or  other  danger¬ 
ous  articles  or  substances,  and  combusti¬ 
ble  liquids  being  transported,  conveyed 
or  stored  on  board  vessels. 

Retention  period:  1  year.  46  CFR 
146.05-12 


9.14  Masters  of  vessels  transporting  or 
storing  explosives  or  other  dangerous 
articles  or  substances,  and  combusti¬ 
ble  liquids,  as  cargo. 

To  keep  on  board  dangerous  cargo 
manifests  or  lists. 

Retention  period:  During  the  period 
of  transportation  or  storage.  46  CFR 
146.06-12 

9.15  Owners,  charterers,  or  agents  of 
vessels  transporting  or  storing  ex¬ 
plosives  or  other  dangerous  articles 
or  substances,  and  combustible 
liquids,  as  cargo. 

To  keep  ashore  copies  of  dangerous 
cargo  manifests  or  lists. 

Retention  period:  1  year.  46  CFR 
146.06-18  (retention:  146.02-22) 

9.16  Vessel  owners,  charterers,  or 
agents. 

To  keep  ashore  copies  of  cargo  stowage 
plans  or  lists. 

Retention  period:  1  year.  46  CFR 
146.06-19  (retention:  146.02-22) 

9.17  Manufacturers  of  equipment  or 
material  which  must  be  approved  or 
found  satisfactory  for  use. 

To  keep  the  reqtiired  drawings,  plans, 
blueprints,  specifications,  production 
models  (if  any) ,  qualification  tests,  cer¬ 
tificates  of  approval,  and  related  corre¬ 
spondence  containing  evidence  that  the 
Coast  Guard  has  found  such  equipment 
or  material  satisfactory. 

Retention  period:  Not  specified.  Spec¬ 
ifications  containing  detailed  descrip¬ 
tions  of  records  to  be  retained  are  con¬ 
tained  in  46  CFR  Parts  160-162,  164. 

XI.  ATOMIC  ENERGY 
COMMISSION 

1.1  Cost-type  contractors. 

To  keep  justifications  in  support  of 
subcontracts  and  purchase  orders  ade¬ 
quate  to  refiect  the  procurement  prac¬ 
tices  and  procedures  used  and  the 
circumstances  supporting  particular 
transactions. 

Retention  period:  Not  specified.  10 
CFR  5.509. 

(Cost-type  contractors  and  subcon¬ 
tractors  are  also  required  to  retain  rec¬ 
ords  in  accordance  with  the  provisions 
of  their  contracts  or  subcontracts.  AEC 
Manual  Chapter  0230,  Appendix  092  con¬ 
tains  established  retention  periods  for 
more  than  700  record  items  of  cost-type 
contractors  and  subcontractors.) 

1.2  Licensees  receiving,  possessing, 
using,  or  transferring  byproduct  ma-  j 
terial,  source  material,  or  special 
nuclear  material. 

To  maintain  records  showing  (a)  the 
radiation  exposure  of  all  individuals  sub¬ 
ject  to  personnel  monitoring  control;  I 
(b)  the  name  of  each  individual  exposed  | 
to  radiation  and  the  weekly  dose  of  each  j 
such  individual  for  the  13  weeks  of  high-  ^ 
est  cumulative  weekly  dose;  and  (c)  the 
radiation  hazards  incident  to  the  produc¬ 
tion,  use,  release,  disposal,  or  presence 
of  radioactive  material  or  other  sources 
of  radiation. 

Retention'  period:  Indefinitely.  10 
CFR  20.401. 
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1.3  Holders  of  access  permits. 

To  keep  written  agreements  from  all 
Individuals  who  will  have  access  to  Re¬ 
stricted  Data  under  the  access  permit  to 
give  effect  to  waivers  of  clahps  (a)  for 
damages  under  35  U.S.C.  183;  (b)  for 
compensation  under  section  173  of  the 
Atomic  Energy  Act  of  1954,  as  amended; 
and  (c)  against  the  United  States  and 
the  Commission  arising  in  connection 
with  use  of  information  supplied.  To 
establish  a  document  accountability  pro¬ 
cedure  for  documents  containing  Secret 
Restricted  Data  and  maintain  records  to 
show  disposition  of  all  such  documents 
which  have  been  in  his  custody  at  any 
time. 

Retention  period:  Indefinitely.  10 
CPR  25.23,  95.34 

1.4  Persons  receiving  byproduct  ma¬ 
terial  pursuant  to  issuance  of  a 
license. 

To  maintain  (a)  records  of  all  tests 
performed  on  generally  licensed  devices 
as  required  under  section  30.21  and  (b) 
records  showing  receipt,  transfer,  export, 
and  disposal  of  such  byproduct  material. 

Retention  period:  Indefinitely,  (a)  10 
CFR  30.21;  (b)  10  CFR  30.41 

1.5  Licensees  and  holders  of  construc¬ 
tion  permits. 

To  maintain  such  records  as  may  be 
required  by  conditions  of  the  license 
or  permit  or  by  rules,  regulations,  and 
orders  of  the  Commission. 

Retention  period:  Indefinitely.  10 
CFR  50.71 

1.6  Lessees  of  uranium  deposits  on 
land  controlled  by  the  Atomic  Energy 
Commission. 

To  keep  records  of  (1)  shifts  worked; 
(2)  wages  and  salaries  paid;  (3)  ex¬ 
penditures  for  supplies  and  services  and 
costs  of  operation  of  every  kind;  (4) 
tonnage  and  grade  of  ore  mined;  (5) 
development  work  and  drilling  per¬ 
formed;  and  (6)  such  other  matters  as 
in  the  Conunission’s  opinion  would  be 
of  assistance  to  it  in  determining  the 
cost  of  the  operations. 

Retention  period:  At  least  3  years 
after  termination  or  expiration^  of  the 
lease.  10  CFR  60.8 

1.7  Licensees  receiving  special  nuclear 
material. 

To  keep  (a)  such  records  of  receipt, 
possession,  use,  and  transfer  of  special 
nuclear  material  as  may  be  incorporated 
as  a  condition  or  requirement  in  any 
license  and  (b)  records  showing  the  re¬ 
ceipt,  inventory,  and  transfer  of  special 
nuclear  material. 

Retention  period:  Indefinitely,  (a)  10 
CPR  70.32;  (b)  10  CPR  70.51 

1.8  Contractors  having  negotiated  con¬ 
tracts  with  Atomic  Elnergy  Commis¬ 
sion  (except  foreign  governments, 
agencies  thereof,  and  foreign  pro¬ 
ducers)  and  their  subc<mtractors. 

To  keep  directly  pertinent  books,  doc¬ 
uments,  papers,  and  records. 

Retention  period:  The  General  Ac¬ 
counting  OfiQce  shall,  until  the  expira¬ 
tion  of  3  years  after  final  pasrment,  have 
access  to  and  the  right  to  examine  the 
above-mentioned  records,  provided  that 


earlier  disposal  of  contractor  and  sub¬ 
contractor  records  is  possible  in  accord¬ 
ance  with  records  disposal  schedules 
agreed  upon  between  the  Commission 
and  the  General  Accoimting  Office.  42 
U.S.C.  2206 

XII.  CIVIL  AERONAUTICS 
BOARD 

1.1  Certificated  air  carriers. 

(a)  To  keep  at  it^rincipal  or  general 

office  a  complete  file  of  all  tariffs  issued 
by  it  and  by  its  agents  and  those  issued 
by  other  carriers  in  which  it  concurs;  to 
keep  a  file  of  current  tariffs  at  all  places 
where  tickets  are  sold  or  property  is  re¬ 
ceived  for  transportation.  _ 

Retention  period:  Permanent.  14  CFR 

221.170,  221.171,  249.11 

(b)  To  keep  general  books  of  account 
and  supporting  books,  records,  and 
memorandums  including  organization 
tables  and  charts,  internal  accounting 
manuals,  minute  fe^ks,  stock  books,  re¬ 
ports,  work  sheets,  memorandums,  etc. 

Retention  period:  Various.  14  CFR 
241.1-5,  249.11 

(c)  To  maintain  records  of  all  passes 
issued  (and  of  regular  tickets  or  bills  of 
lading  used  in  lieu  of  trip  passes)  and  re¬ 
lated  correspondence  or  memorandums. 

Retention  period:  3  years.  14  CFR 
223.5,  249.11 

1.2  Certificated  local  service  air  carriers, 
certificated  carriers  furnishing  air 
transportation  between  points  within 
Hawaii  and  Alaska,  and  certificated 

^  carriers  limited  to  the  performance 
of  all-expense  tours  or  cruises. 

To  maintain  a  record  pertaining  to 
each  trade  agreement  entered  into,  in¬ 
cluding  all  correspondence  and  records 
concerning  advertising  and  transporta¬ 
tion  services  provided. 

Retention  period:  Not  specified.  14 
CFR  225.10 

1.3  Large  irregular  and  supplemental 
air  carriers. 

(a)  To  keep  at  its  principal  or  general 
office  a  complete  file  of  all  tariffs  issued 
by  it  and  by  its  agents  and  those  issued 
by  other  carriers  in  which  it  concurs;  to 
keep  a  file  of  current  tariffs  at  all  places 
where  tickets  are  sold  or  property  is  re¬ 
ceived  for  transportation. 

Retention  period:  Permanent.  14 
CFR  221.170;  221.171  ' 

(b)  To  keep  accounts,  records,  and 
memorandums  of  the  mov^ent  of  traf¬ 
fic  and  of  receipts  and  expenditures  of 
money. 

Retention  period:  Data  for  statistical 
reports — 3  years;  data  for  fiight  re¬ 
ports — 1  year;  data  pertaining  no  main¬ 
tenance  and  overhaul  andto  transporta¬ 
tion  as  prescribed  in  14  C?FR  249.11.  14 
CFR  242.2, 249.8  ^ 

(c)  To  maintain  records  of  all  rwusses 
issued  (and  of  regular  tickets  or  bills  of 
lading  used  in  lieu  of  trip  passes)  and 
related  correspondence  or  memoran¬ 
dums. 

Retention  period:  8  years.  14  (7FR 
223.5 

1.4  Foreign  air  carriers. 

(a)  TO  keep  at  its  principal  or  gen¬ 
eral  office  a  complete  file  of  all  tariffs 


issued  by  it  and  by  its  agents  and  those 
issued  by  other  carriers  in  which  it  con¬ 
curs;  to  keep  a  file  of  current  tariffs  at 
all  places  where  tickets  are  sold  or  prop¬ 
erty  is  received  for  transportation. 

Retention  period:  Permanent.  14 
CFR  221.170,  221.171 

(b)  To  maintain  records  of  all  passes 
issued  (and  of  regular  tickets  or  bills  of 
lading  used  in  lieu  of  trip  passes)  and  re¬ 
lated  correspondence  or  memorandums. 

Retention  period:  3  years.  14  CFR 

223.5 

1.5  Foreign  air  carriers  (operating  off- 
route  charter  trips). 

To  keep  available  for  inspection  at  a 
place  in  the  United  States  true  copies  of 
all  manifests,  air  waybills,  invoices,  and 
other  traffic  documents  covering  fiights 
originating  or  terminating  in  the  United 
States. 

Retention  period:  Not  specified.  14 
CFR  212.7 

1.6  Holders  of  permits  to  operate  fiH> 
^  eign  aircraft  in  the  United  States. 

To  keep  available  for  inspection  at  a 
place  in  the  United  States  true  copies  of 
all  manifests,  air  waybills,  invoices,  and 
other  traffic  dociunents  covering  ^hts 
originating  or  terminating  in  the  United 
States. 

Retention  period:  Not  specified.  14 
CFR  375.50 

1.7  Alaskan  air  taxi  operators. 

(a)  To  keep  at  its  principal  or  general 

office  a  complete  file  of  all  tariffs  issued 
by  it  and  by  its  agents  and  those  issued 
by  other  carriers  in  which  it  concurs;  to 
keep  a  file  of  current  tariffs  at  all  places 
where  tickets  are  sold  or  property  is  re¬ 
ceived  for  transportation.  _ 

Retention  period :  Permanent.  14  CFR 

221.170,  221.171 

(b)  To  keep  accounts,  records,  and 

memorandums  of  the  movement  of  traffic 
and  of  receipts  and  expenditures  of 
money.  _ 

Retention  period:  3  years.  14  CFR 

249.9 

1.8  Air  freight  forwarders  and  interna¬ 
tional  air  freight  forwarders. 

(a)  To  keep  at  its  principal  or  general 

office  a  complete  file  of  all  tariffs  issued 
by  it  and  by  its  agents  and  those  issued 
by  other  carriers  in  which  it  concurs;  to 
keep  a  file  of  current  tariffs  at  all  places 
where  tickets  are  sold  or  property  is  re¬ 
ceived  for  transportation.  * 

Retention  period:  Permanent.  14  CFR 

221.170,  221.171 

(b)  To  keep  records  of  (1)  shipping 
documents;  (2)  information  to  agents, 
representatives  and  the  public;  (3) 
agreements;  and  (4)  correspondence  re¬ 
lating  to  the  foregoing. 

Retention  period:  1  year,  or  longer 
if  requested  by  the  Board.  14  CFTt 

249.10 

(c)  To  keep  corporate  and  general 

records.  _ 

Retention  period:  Various.  14  cm 

249.11 

(d)  To  keep  records  of  joint  loaded 
shipments. 

Retention  period:  2  years  subsequent 
to  expiration  of  each  calendar  quarter 
during  which  joint  shipments  were  made. 
14  CFR  249.10.  296.70 
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1.9  Operators,  pilots  or  owners  of  air¬ 
craft  inrcdv^  in  accidents. 

To  preserve  aircraft  wreckage  and  rec¬ 
ords  thereof.' 

Retention  period:  Until  released  by 
authorized  representative  of  the  Civil 
Aeronautics  Board  or  the  Federal  Avia¬ 
tion  Agency.  14  CFR  320.15,  320.18, 
320.45,  320.48 

XIII.  COMMIHEE  ON  PURCHASES 
OF  BLIND-MADE  PRODUCTS 

1.1  Agencies  for  the  blind  (employing 
blind  to  extent  of  75  potent  of 
personnd  in  direct  labor)  selling  to 
Government  agencies  and  jparticipat- 
ing  in  the  program  of  the  Committee 
on  Purchases  of  Blind-Made  Prod¬ 
ucts. 

To  keep  su^counting  system  records 
from  which  can  be  drawn  annually  a 
linanciEd  report  and  operating  statement 
accurately  reflecting  operations. 

Retention  period:  Not  specified.  41 
CFR  51-1.6 

\J1  Agencies  for  the  blind  (employing 
blind  to  extent  of  75  percent  of  per¬ 
sonnel  in  direct  labor)  selling  to 
Government  agencies  and  participat¬ 
ing  in  the  program  of  the  Committee 
<m  Purchases  of  Blind-Made  Prod¬ 
ucts. 

To  keep  eye  record  cards  containing 
Information  establishing  that  employees 
are  blind  (sis  defined  in  41  CFR  301.1). 

Retention  period:  Not  specified.  41 
CFTl  51-1.6 

XIV.  FEDERAL  AVIATION 
AGENCY 

1.1  Air  carriers  operating  turbine- 
powered  transport  airplanes  under 
provisional  type  certification. 

To  maintain  records  pertaining  to  the 
qualifications  of  each  flight  crew  mem¬ 
ber,  a  log  of  flights,  smd  complete  and 
accurate  records  of  inspections. 

Retention  period:  Not  specified.  14 
CFR  Parts  1,  4b.  40-42— Special  Civil 
Air  Regulation  SR--425-A 

1.2  Aircraft  and  related  products  man¬ 
ufacturers. 

To  maintain  records  of  inspection 
identified  with  the  completed  product 
and  records  of  Materials  Review  Board 
action  applsdng  to  materiEils.  psirts,  £is- 
semblies.  and  the  completed  product. 

Retention  period:  At  least  2  years.  '  14 
CFR  1.15-4 

1.3  Aircraft  and  related  products  man¬ 
ufacturers. 

To  msdntEiin  records  of  £dl  materials 
and  parts  received  sind  their  disposition 
including  such  information  as  source, 
source  inspection,  receiving  inspection, 
quantity  (both  accepted  and  rejected), 
vendor’s  affidavits,  or  reports  indicating 
conformity  with  pertinent  specifications. 

Retention  period:  At  least  2  years.  14 
CFR  1.32-1 

1.4  Aircraft  and  related  products  man¬ 
ufacturers. 

'  To  maintain  adequate  records  of  in¬ 
spections  smd  tests  performed  identifiable 
with  the  completed  product. 


Retention  period:  At  least  2  years.  14 
CFR  1.34-2 

1.5  Distributors  of  aircraft  received 
prior  to  initial  assembly  and  flight 
test. 

To  maintain  repords  of  flight  test 
check-off  forms. 

Retention  period:  At  least  2  years.  14 
CFR  1.34-2 

1.6  Aircraft  and  related  products  man¬ 
ufacturers. 

To  maintain  records  of  inspection  ap¬ 
plying  to  the  manufacture  of  replace¬ 
ment  or  modification  parts  and  identifi¬ 
able  with  the  completed  psut. 

Retention  period:  At  least  2  years.  14 
CFR  1.55-3 

1.7  Airplane  manufacturers. 

To  keep  record  of  flight  flutter  tests. 

Retention  period:  Permanent.  14  CFR 
3.311-2 

1.8  Airplane  flight  test  applicants  under 
the  Civil  Air  Regulations,  transport 
category. 

To  keep  a  log  of  all  flight  tests  and 
accurate  and  complete  records  of  the 
inspections  made  and  of  all  defects,  dif¬ 
ficulties,  and  tmtisual  characteristics  and 
sources  of  crew  error  discovered  during 
the  tests,  and  of  the  recommendations 
made  and  action  taken. 

Retention  period:  Not  specified.  14 
CFR  4b.l6-3 

1.9  Air  carrier  aircraft  owners  or  oper¬ 
ators. 

To  keep  records  pertaining  to  the 
maintenance,  repair,  rebuilding,  or  alter¬ 
ation  of  smy  airframe,  powerplant,  pro¬ 
peller,  or  appliance  giving  description 
of  work  performed,  completion  date  of 
work  done,  name  of  individual,  etc.,  doing 
work  and  signature  of  person  authorized 
to  approve  work  done;  and  a  record  of 
periodic  and  progressive  inspections. 

Retention  period:  (a)  Records  of  ma¬ 
jor  structural  repairs  and  major  altera¬ 
tions — until  aircrsift  is  sold  (records  to 
be  transferred  to  new  owner  or  operator) , 
or  if  the  aircraft  is  retired,  1  year  after 
cancellation  of  registration  certificate; 
(b)  records  of  maintenance  performed — 
1  year;  (c)  records  of  X-rays  and  other 
special  tests  relating  to  aircraft  desig¬ 
nated  as  critical  components — until  com¬ 
ponents  are  sold  (records  to  be  trans¬ 
ferred  to  new  owner  or  user),  or  if 
components  are  retired,  1  year  from  date 
of  retirement  or  date  of  cancellation  of 
the  registration  certificate.  14  CFR 
18.20-18.24  (retention:  18.24) 

1.10  Certificated  repair  stations  or  air¬ 
frame,  powerplant,  propeller,  or  ap¬ 
pliance  manufacturers. 

To  maintain  a  duplicate  copy  of  the 
customer^  work  order,  when  accepted 
in  lieu  of  the  Major  Repair  and  Altera¬ 
tion  Form  (ACA-337)  and  when  an  offi¬ 
cial  maintenance  release  is  furnished 
owner  for  retention  as  a  part  of  the 
permanent  record  required. 

Retention  period:  At  least  2  years.  14 
CFR  18.22-2 

1.11  '  Applicants  for  pilot  certificate. 

To  keep  a  reliable  record  of  the  flight 
^  time  used  to  meet  the  experience  require¬ 


ments  for  pilot  certificate,  rating,  or 
operating  privilege,  including  such  gen¬ 
eral  data  as  points  of  departure  and 
arrival,  duration,  tsrpe  of  aircraft,  sind 
identification  mark;  tsrpe  of  piloting 
time;  and  conditions  of  flight. 

Retention  period:  Not  specified.  14 
CFR  20.16 

1.12  Flight  instructors  and  limited  flight 
instructors. 

To  keep  a  record  of  the  name  of  each 
student  pilot  (a)  whose  certificate  he 
has  endorsed  add  to  whom  he  has  given 
flight  insthiction,  the  type  of  endorse¬ 
ment,  and  the  date  of  each  endorsement 
or  flight  instruction  period  and  (b)  for 
whom  he  has  signed  a  recommendation 
for  an  official  flight  test,  the  t3n?e  of  test, 
and  the  date  of  recommendation. 

Retention  period:  So  long  as  the  priv¬ 
ileges  of  flight  instructor’s  certificate  are 
exercised  or  3  years,  whichever  period  is 
shorter.  14  CFR  20.136,  20.136-1 

1.13  Certified  airline  transport  pilots. 

To  keep  an  accurate  record  of  flying 
time  in  boimd  logbooks. 

Retention  period:  Not  specified.  14 
CFR  21.44 

1.14  Certified  lic^ter-than-air  pilots 
and  persons  receiving  flight  instruc¬ 
tions. 

To  msdntaln  certified  record  of  flying 
time  in  bound  logbooks. 

Retention  period:  Not  specified.  14 
CFR  22.32 

1.15  Certified  parachute  riggers. 

To  keep  bound  record  of  all  packing, 
inspection,  maintenance,  repair,  and  al¬ 
teration  operations  performed  or  super¬ 
vised  on  parachutes  other  than  those  in 
military  service. 

Retention  period:  At  least  2  years  after 
the  date  of  the  last  entry  therein.  14 
CFR  25.84 

1.16  Flight  radio  operator  course  oper¬ 
ators. 

To  keep  an  accurate  record  of  each 
student,  including  a  chronological  log 
of  all  instructions,  subjects  covered,  and 
course  examinations  £tnd  grades. 

Retention  period:  Not  specified.  14 
CFR  33.31-2 

1.17  Flight  navigator  course  operators. 

To  keep  an  accurate  record  of  each 
student,  including  a  chronological  log  of 
all  instructions,  subjects  covered,  and 
course  examinations  and  grades. 

Retention  period:  Not  specified.  14 
CFR  34.31-5 

1.18  Air  carriers  (scheduled  interstate). 

To  retain  information  taped  by  flight 
recorders. 

Retention  period:  At  least  60  days  or, 
for  a  particular  flight  or  series  of  flights, 
for  a  longer  period  if  requested  by  a 
representative  of  the  Federal  Aviation 
Agency  or  the  Civil  Aeronautics  Board. 
14  CFR  40.208 

1.19  Air  carriers  (scheduled  interstate). 

To  keep  as  a  part  of  the  individual’s 
record  the  instructor,  supervisor,  or 
check  airmen’s  certificate  of  proficiency 
for  particulat  training  or  flight  check  of 
each  crew  member  and  dispatcher,  fur- 
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nished  under  air  carrier  training  and 
pilot  check  programs. 

Retention  period:  At  least  3  months 
after  termination  of  employment.  14 
CFR  40.280,  40.289,  40.300  (retention: 
40.501) 

1.20  Air  carriers  (scheduled  interstate)* 

To  maintain  current  records  of  every 
crew  member  and  aircraft  dispatcher, 
showing  compliance  with  the  appropriate 
requirements  of  Subchapter  A — Civil  Air 
Regulations  and  disposition  of  disquali¬ 
fied  flight  crew  members  or  aircraft 
dispatchers. 

^tention  period:  At  least  3  months 
after  termination  of  employment.  14 
CJFR  40.501 

1.21  Air  carriers  (scheduled  interstate). 

To  maintain  a  list  of  airplanes  in  cur¬ 
rent  operation  and  airplanes  operated 
under  interchange  agreements,  a  load 
manifest  and  flight  plan,  maintenance 
records,  including  the  airplane’s  mainte¬ 
nance  log  and  a  maintenance  release,  and 
records  pertaining  to  radio  contacts  by 
or  with  pilots  en  route. 

Retention  period:  In  accordance  with 
provisions  of  14  CFR  249.11  unless  other¬ 
wise  specified.  14  CFR  40.502,  40.505- 
40.507, 40.511, 40.512 

1.22  Air  carriers  (operating  scheduled 
air  transportation  outside  continental 
United  States). 

To  retain  information  taped  by  flight 
recorders. 

Retention  period:  At  least  60  days  or, 
for  a  particular  flight  or  series  of  flights, 
for  a  longer  period  if  requested  by  a 
representative  of  the  Federal  Aviation 
Agency  or  the  Civil  Aeronautics  Board. 
14  CFR  41.25 

1.23  Air  carriers  (operating  scheduled 
air  transportation  outside  continental 
United  States). 

To  keep  records  of  total  time  in  serv¬ 
ice,  time  since  last  overhaul,  and  time 
since  last  inspection  on  all  aircraft  com¬ 
ponents,  engines,  propellers,  and,  where 
practicable,  on  instruments,  equipment, 
and  accessories. 

Retention  period:  In  accordance  with 
provisions  specified  in  14  CFR  249.11. 
14  CFR  41.43 

1.24  Air  carriers  (operating  scheduled 
air  transportation  outside  continental 
United  States). 

To  retain  copies  of  maintenance  re¬ 
lease.  clearance,  and  load  manifest 
forms. 

Retention  period:  Maintenance  re¬ 
leases,  2  months;  clearance  and  load 
manifests,  3  months.  14  CFR  41.99 

1.25  Air  carriers  (operating  scheduled 
air  transportation  outside  continental 
United  States) . 

To  maintain  records  pertaining  to 
radio  contacts  by  or  with  pilots  en  route. 

Retention  period:  30  days.  14  CFR 
41.133 

1.26  Air  carriers  (irregular  and  off- 
route). 

To  retain  information  taped  by  flight 
tecorders. 

Retention  period:  At  least  60  days  or, 
for  a  particular  flight  or  series  of  flights. 


for  a  longer  period  if  requested  by  a 
representative  of  the  Federal  Aviation 
Agency  or  the  Civil  Aeronautics  Board. 
14  CFR  42.22 

1.27  Air  carriers  (irregular  and  off- 
route). 

To  keep  full  information  on  mainte¬ 
nance  and  inspection  work  performed 
on  the  aircraft. 

Retention  period:  Not  specified.  14 
CFR  42.31-4 

1.28  Air  carriers  (irreg;ular  and  off- 
route). 

To  record  all  mechanical  irregularities 
in  operation  of  aircraft  including  the 
aircraft  identification,  irregularity  ex¬ 
perienced,  the  corrective  action  taken  as 
a  result,  and  identification  of  the  person 
making  such  corrections. 

Retention  period:  Not  specifled.  14 
CFR  42.32-4 

1.29  Air  carrier  operators  (irregular 
and  off -route  air  carriers ) . 

To  keep  a  continuous  record  for  each 
aircraft,  listing  all  changes  affecting  the 
weight,  c.  g.  location,  and  equipment  in¬ 
cluded  in  order  that  a  computed  weigl^t 
and  c.  g.  location  may  be  established  at 
any  time. 

Retention  period:  Not  specifled,  except 
weight  manifests  to  be  kept  at  least  30 
days.  14  CFR  42.32-5 

1.30  Air  carriers  (irregular  and  off- 
route). 

To  keep  at  principal  operations  base 
maintenance  records  with  respect  to  all 
aircraft,  aircraft  engines,  propellers,  and, 
where  practicable,  appliances  used  in  air 

transportation.  _ 

Retention  period:  2  years.  14  CFR 
42.91,  42.91-3 

1.31  Air  carriers  (irregular  and  off- 
route)  . 

To  maintain  at  its  principal  operations 
base  or  at  such  other  location  used  by 
the  air  carrier  as  the  Administrator  may 
designate,  current  records  of  every  air¬ 
man  utilized  as  a  member  of  a  flight 
crew. 

Retention  period:  1  year  after  flight 
crew  member  is  released  from  employ¬ 
ment  or  becomes  physically  or  profes¬ 
sionally  disqualified.  14  CFR  42.92, 
42.92-1  (retention:  42.92-3) 

1.32  Air  carriers  (irregular  and  off- 
route). 

To  retain  copy  of  report  to  Adminis¬ 
trator  regarding  emergency  flights  ne¬ 
cessitating  the  transportation  of  persons 
or  medical  supplies  for  the  protection  of 

life  or  property.  _ 

Retention  period:  1  year.  14  CFR 
42.93,  42.93-1 

1.33  Air  carriers  (irregular  and  off- 
route). 

To  retain  copy  of  pilot’s  emergency 
deviation  report  to  the  local  Aviation 
Safety  Agent. 

Retention  period:  At  least  1  year.  14 
CFR  42.94,  42.94-1 

1.34  Air  carriers  (irregular  and  off- 
route). 

To  retain  a  copy  of  the  flight  manifest 
for  large  aircraft  and  passenger-carrying 
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aircraft  operating  under  instniment 
flight  rules  conditions. 

Retention  period:  At  least  1  year  after 
completion  of  the  flight.'  14  CFR  42.95 

1.35  Registered  owners  or  operators  of 
civil  aircraft. 

To  keep  maintenance  records,  includ¬ 
ing  a  current  record  of  total  time  spent 
in  service  on  the  aircraft  and  on  each 
engine;  a  record  of  inspections;  and  a 
record  of  maintenance,  repair,  and  al¬ 
terations  of  aircraft  for  which  airworthi¬ 
ness  certificates  have  been  issued. 

Retention  period:  Not  specifled  except 
for  the  maintenance,  repair,  and  altera¬ 
tion  record,  which  is  to  be  permanent. 
14  CFR  43.23-43.23-2 

1.36  Air  carriers  (utilizing  helicopters 
in  scheduled  interstate  air  transpor¬ 
tation). 

To  keep  maintenance  records  (includ¬ 
ing  a  maintenance  log)  of  such  informa¬ 
tion  as  total  time  in  service,  time  since 
last  overhaul,  and  time  since  last  inspec¬ 
tion  on  all  major  components  of  the 
airframe,  powerplants,  rotors,  and 
appliances. 

Retention  period:  In  accordance  with 
provisions  specifled  in  Part  249.  14  cm 
46.500,  46.506,  46.507 

1.37  Air  carriers  (utilizing  helicopters 
in  scheduled  interstate  air  transpor¬ 
tation). 

To  maintain  records  of  every  crew 
member  including  information  concern¬ 
ing  the  qualiflcations  of  crew  members 
as  is  necessary  to  show  compliance  with 
the  appropriate  requirements  of  Sub¬ 
chapter  A — Civil  Air  Regulations  and 
information  concerning  the  disposition 
of  disqualifled  crew  members  released 
from  employ  of  the  air  carrier. 

Retention  period:  At  least  3  months. 
14  CFR  46.501 

1.38  Air  carriers  (utilizing  helicopters 
in  scheduled  interstate  air  transpor¬ 
tation). 

To'  retain  copies  of  load  manifest, 
flight  release,  and  maintenance  release 
forms. 

Retention  period:  At  least  60  days.  14 
CFR  46.505,  46.511 

1.39  Air  carriers. 

To  retain  copy  of  shipper’s  certiflca- 
tion  for  transportation  of  explosives  and 
other  dangerous  articles. 

Retention  period:  Not  specifled.  14 
CFR  49.13 

1.40  Airman  agency  flight  or  ground 
schools. 

To  keep  accurate  individual  record  of 
each'  student,  which  shall  include  a 
chronological  log  of  all  instructions,  at¬ 
tendance,  subjects  covered,  examina¬ 
tions,  and  examination  grades. 

Retention  period:  Not  specifled.  14 
CFR  50.28-50.28-1 

1.41  Repair  stations  for  airframes, 
powerplants,  propellers,  and  appli¬ 
ances. 

To  maintain  current  records  of  per¬ 
sonnel  who  are  directly  in  charge  of 
maintenance,  repair,  inspection,  or 
alteration,  including  information  con- 
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ceming  the  experience  qualifications  of 
each  such  in^vidual. 

Retention  period:  Not  q;>ecified.  14 
CFR  52.24-52.24-1 

1.42  Certificated  repair  stations  for  air> 
frames,  powerplants,  propellers,  and 
appliances. 

TO  maintain  records  of  all  work  per¬ 
formed. 

Retention  period:  At  least  2  years.  14 
CPR  52.46 

1.43  Foreign  repair  stations  for  air* 
frames,  powerplants,  propellers,  and 
appliances. 

To  keep  maintenance  record  of  all 
work  performed  on  U.S.  registered  air¬ 
craft.  including  major  repairs  and 
alterations. 

Retention  period:  Not  reified.  14 
CFR  52.61-52.61-1 

1.44  Certificated  aircraft  mechanic 
schools. 

To  maintain  a  current  record  of  each 
student  enrolled,  including  attendance, 
courses,  examinations,  and  grades,  and 
a  progress  chart  or  individual  progress 
record  for  each  student,  showing  the 
practical  projects  or  laboratary  work 
COTipleted  or  to  be  completed,  and  prop¬ 
erly  authenticated  transcripts  of  grades 
acquired  at  other  accredit^  schools. 

Retention  period:  At  least  2  years  from 
date  of  termination  of  enrollment.  14 
CPR  53.56-53.56-1 

1.45  Holders  of  parachute  loft  certi* 
cates. 

To  maintain  records  regarding  work 
performed. 

Retention  period:  At  least  2  years.  14 
CFR  54.15 

1.46  Owners  of  nondirectional  radio 
beacon  facilities. 

To  keep  records  and/or  reports  of  each 
facility  as  follows:  (a)  Record  of  Meter 
Readies  and  Adjustments — ^Form  ACA- 
198  (one  copy) ;  (b)  Maintenance  Log  of 
Communication  Facilities — ^Form  ACA- 
406C  (original  log) ;  and  (c)  Radio 
Transmitter  Operation  Record — ^Form 
ACA-418  (original). 

Retention  period:  Permanent  for  (a) 
and  (b) ;  not  specified  for  (c) .  14  CFR 
407.17 

1.47  Owners  of  instrument  landing  sys¬ 
tem  facilities. 

To  keep  records  and/or  reports  of  each 
facility  as  follows:  (a)  Record  of  Meter 
Readings  and  Adjustments — ^Form  ACA- 
198  (one  copy) ;  (b)  Maintenance  Log  of 
Communication  Facilities — ^Porm  ACA- 
406C  (original  log) ;  and  (c)  Radio 
Transmitter  Operation  Record — i\)rm 
ACA-418  (original). 

Retention  period:  Permanent  for  (a) 
and  (b);  not  specified  for  (c).  14  CPR 
407.27 

1.48  Manufacturers  of  aircraft. 

To  keep  at  factory,  for  all  models  type 
certificated  under  the  delegation  option 
procedures,  current  records  containing 
the  following:  (a)  Technical  data  file  for 
each  tsrpe  aircraft,  (b)  complete  inspec¬ 
tion  record  for  each  airplane  produced, 
(c)  report  required  to  be  submitted  with 


the  original  application  for  the  produc¬ 
tion  certificate,  (d)  factory  inspection 
reports,  (e)  records  of  all  major  repairs 
and  alterations  performed. 

Retention  period:  Technical  data,  re¬ 
port  submitted  with  application,  and  re¬ 
pair  records,  for  duration  of  manufac¬ 
turers  operations;  inspection  records,  2 
years.  14  CFR  410.32,  410.33,  410.38 

1.49  Contractors  for  construction  of 
public  airports. 

To  keep  payroll  records  during  the 
course  of  the  work  for  all  laborers  and 
mechanics  as  specified  in  the  section 
cited.  _ 

Retention  period:  3  years.  14  CFR 
550.7 

1.50  Sponsors  of  the  construction  of 
public  airports. 

To  keep  records  of  all  affidavits  and 
copies  of  payroll  furnished  by  the  con¬ 
tractor. 

Retention  period:  3  years  from  the 
date  of  the  completion  of  the  contract 
14  CFR  550.7 

1.51  Sponsors  of  tlie  construction  of 
public  airports. 

To  retain  in  its  files  documentary  evi¬ 
dence  such  as  invoices,  cost  estimates 
and  payrolls  supporting  each  item  for 
project  cost.  Also  evidence  of  all  pay¬ 
ments  for  items  of  project  costs  including 
vouchers,  csuiceled  checks  or  warrants 
and  receipts  for  cash  payments. 

Retention  period:  3  years  after  final 
grant  pasnnent.  14  CFR  550.8 

1.52  Sponsors  of  public  airports. 

To  keep,  after  the  completion  of  the 
project  and  during  the  term  of  these 
covenants,  a  current  system  of  airport 
accounts  and  records,  sufficient  to  pro¬ 
vide  annual  statements  of  income  and 
expenses.  Also  all  airport  records  af¬ 
fecting  the  airport,  including  deeds, 
leases,  operations,  and  use  agreements, 
regulations  and  other  instruments. 

Retention  period:  Term  of  covenant, 
but  not  to  exceed  20  years.  14  cm 
550.11 

1.53  Petitioners  for  reimbursement  for 
cost  of  rehabilitation  or  repair  to 
public  airports. 

To  secure  and  retain  in  their  files 
documentary  evidence  of  costs  and  pay¬ 
ments  therefor  such  as  invoices,  cost 
estimates,  pasn’olls,  vouchers,  canceled 
checks  or  warrants,  and  receipts. 

Retention  period :  Until  final  payment. 
14  CFR  560.15 

1.54  Airport  traffic  control  tower  per¬ 
sonnel. 

(a)  Voice  records.  To  provide  for  the 
continuous  recordings  of  radio  transmis¬ 
sions  by  changing  voice  records  prompt¬ 
ly.  as  they  are  completed,  at  locations 
where  voice  recorders  are  installed. 

(b)  Written  records.  To  record  air 
route  traffic  control  messages  and  clear¬ 
ances,  fiight  plans  received  from  pilot 
(either  by  radio,  interphone,  or  tele¬ 
phone)  on  appropriate  forms  and  to 
maintain  airport  traffic  control  operating 
forms. 

Retention  period:  Not  specified.  14 
CFR  617.66 


XV.  FEDERAL  COMMUNICA¬ 
TIONS  COMMISSION 

1.1  Licensees  of  standard  and  FM 
broadcast  (radio)  stations. 

To  keep  at  each  transmitter  records 
of  equipment  performance  measurement 
data  including  diagrams  and  appropri¬ 
ate  graphs,  together  with  descriptions 
of  instruments  and  procedures,  signed 
by  the  engineers  making  measurements. 

Retention  period:  2  years.  47  CTR 
3.47,  3.254 

1.2  Licensees  of  standard,  FM,  and  in¬ 
ternational  radio  and  television 
broadcast  stations. 

To  keep  records  of  time  and  results 
of  auxiliary  transmitter  tests. 

Retention  period:  2  years.  47  CPR 
3.63,  3.255,  3.555,  3.638,  3.757 

1.3  Licensees  or  permittees  of  standard, 
FM,  and  international  radio  and 
television  broadcast  stations. 

To  keep  program  and  operating  logs, 
including  rough  logs  and  transcribed 
portions  thereof. 

Retention  period:  2  years:  Provided, 
however.  That  logs  involving  communi¬ 
cations  incident  to  a  disaster  or  which 
include  communications  incident  to  or 
involved  in  an  investigation  by  the  Com¬ 
mission  and  concerning  which  the  licen¬ 
sees -or  permittees  have  been  notified, 
shall  be  retained  until  they  are  specifi¬ 
cally  authorized  in  writing  by  the  Com¬ 
mission  to  destroy  them:  Provided,  fur¬ 
ther,  That  logs  Incident  to  or  involved 
in  any  claim  or  complaint  of  which  the 
licensees  or  permittees  have  been  noti¬ 
fied  shall  be  retained  imtil  such  claim  or 
complaint  has  been  fully  satisfied  or 
until  the  same  has  been  barred  by  the 
statute  limiting  the  time  for  filing  of 
such  suits  upon  such  claims.  47  CFR 
3.111,  3.112,  3.116,  3.281,  3.282,  3.286, 
3.581,  3.582,  3.586,  3.663,  3.664,  3.781. 
3.782,  3.786,  3.964 

1.4  Licensees  of  standard  and  FM  radio, 
and  television  broadcast  stations. 

To  keep  complete  records  of  all  re¬ 
quests  for  broadcast  time  made  by  or  on 
behalf  of  candidates  for  public  office, 
together  with  appropriate  notations 
showing  disposition  made  and  charge,  if 
any,  if  requests  granted. 

Retention  period:  2  years.  47  CPR 
3.120,  3.290,  3.590,  3.657 

1.5  Licensees  of  experimental  and  de¬ 
velopmental,  auxiliary,  and  special 
broadcast  services,  including  experi¬ 
mental  television  broadcast,  experi¬ 
mental  facsimile  broadcast,  develop¬ 
mental,  remote  pickup,  broadcast 
STL  and  FM  intercity  relay,  tele¬ 
vision  pickup,  television  STL,  tele¬ 
vision  intercity  relay,  and  television 
broadcast  translator  stations. 

To  keep  adequate  records  of  operation 
including  logs. 

Retention  period:  2  years.  47  CFR 
4.57,  4.181,  4.281,  4.381.  4.481,  4.581,  4.681, 
4.781 

1.6  Licensees  of  low  power  broadcast 
auxiliary  stations. 

To  maiqtain  records,  at  the  main 
studio  or  transmitter  of  broadcast  station 
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with  which  the  auxiliary  is  principally 
which  will  accurately  show  current 
location  of  all  transmitting  units,  peri¬ 
ods  of  operation  at  such  locations  and 
other  pertinent  remarks  concerning 
transmission. 

Retention  period:  Not  specified.  47 
CPR  4.437 

1.7  Licensees  of  experimental  stations. 

To  keep  adequate  station  records  of 
operation;  of  service  or  maintenance 
duties  which  may  affect  proper  station 
operation;  and  of  the  illumination  of 
antennas  or  antenna  supporting  struc¬ 
tures.  _ 

Retention  period:  1  year.  47  CPR 
5.163.  5.165, 5.307 

1.8  Licensees  of  radio  stations  holding 
student  authorizations  for  experi* 
mental  services. 

To  maintain  record  of  date,  time,  and 
frequency  of  operation  and  brief  descrip¬ 
tion  of  experimentation  being  conduct^. 

Retention  period:  1  month  after  ter¬ 
mination  of  authorization.  47  CPR  5.410 

1.9  Licensees  of  radio  stations  in  the 
international  fixed  public  radio  com¬ 
munication  services. 

To  keep  station  logs. 

Retention  period:  1  year:  Provided, 
however.  That  logs  involving  communi¬ 
cations  incident  to  a  disaster  or  which 
include  communications  incident  to  or 
involved  in  an  investigation  by  the  Com¬ 
mission  and  concerning  which  the  li¬ 
censee  has-been  notified,  shall  be  re¬ 
tained  by  the  licensee  until  he  is  spe¬ 
cifically  authorized  in  writing  by  the 
Commission  to  destroy  them:  Provided, 
further.  That  logs  incident  to  or  in¬ 
volved  in  any  claim  or  complaint  of 
which  the  licensee  has  been  notified 
shall  be  retained  by  the  licensee  until 
such  claim  or  complaint  has  been  fully 
satisfied  or  until  same  has  been  barred 
by  statute  limiting  the  time  for  filing 
of  suits  upon  such  claims.  47  CPR  6.47 

1.10  Licensees  of  radio  stations  on  land 
in  the  maritime  services  including 
public  and  limited  coast  stations, 
marine  utility  stations,  marine  fixed 
stations,  marine  receiver-test  stations 
and  stations  operated  in  the  land 
mobile  service  for  maritime  pur¬ 
poses  using  radiotelegraphy  or  radio¬ 
telephony  (including  developmental 
stations  and  stations  in  Alaska). 

To  keep  accurate  logs. 

Retention  period:  1  year  from  date  of 
entry  and  for  such  additional  periods  as 
required  as  follows:  (a)  Station  logs  in¬ 
volving  communications  incident  to  a 
distress  or  disaster  shall  be  retained  for 
a  period  of  3  years  from  date  of  entry; 
(b)  station  logs  which  include  entries 
of  communications  incident  to  or  in¬ 
volved  in  an  investigation  by  the  Com¬ 
mission  and  concerning  which  the 
station  licensee  has  been  notified  shall 
be  retained  by  the  station  licensee  until 
such  licensee  is  specifically  authorized 
in  writing  by  the  Commission  to  destroy 
them;  (c)  station  logs  incident  to  or 
Involved  in  any  claim  or  complaint  of 
which  the  station  licensee  has  notice 
shall  be  retained  by  such  licensee  until 
such  claim  or  complaint  has  been  fully 
satisfied  or  until  the  same  has  been 
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barred  by  statute  limiting  the  time  for 
the  filing  of  suits  upon  such  claims;  (d) 
records  of  a  limited  coast  station  (de¬ 
velopmental)  operating  on  156.65  Me. 
shall  be  retained  by  the  licensee  for  a 
period  of  not  less  than  3  years  from  date 
of  entry.  47  CPR  7.115,  7.192,  7.214, 
7.314,  7.370,  7.458,  7.477,  7.506,  7.536, 
14.109,  14.115 

1.11  Licensees  of  limited  coast  stations 
or  marine-utility  stations  used  on 
fhore. 

To  keep  copy  of  agreement  with  vessel 
owners,  verifying  that  licensee  has  sole 
right  of  control  of  involved  ship  radio 
station. 

Retention  period:  Not  specified.  47 
CPR  7.352 

1.12  Licensees  of  limited  coast  stations, 
marine-utility  stations,  and  marine 
fixed  stations.  ' 

To  keep  records  which  reflect  the  cost 
of  the  service  and  its  nonprofit,  cost¬ 
sharing  cooperative  arrangement. 

Retention  period:  Not  specified.  47 
CPR  7:352, 7.451 

1.13  Licensees  of  radiotelegraph,  radio-  . 
telephone,  and  radar  stations  on 
shipboard  in  the  maritime  services 
including  public  and  limited  ship 
stations,  marine  utility  ship  stations, 
ship-radar  stations,  and  develop¬ 
mental  stations,  including  such  sta¬ 
tions  in  Alaska. 

To  keep  accurate  logs. 

Retention  period:  1  year  from  date  of 
entry  and  such  additional  periods  as  re¬ 
quired  as  follows:  (a)  Station  logs  in¬ 
volving  communications  incident  to  a 
distress  or  disaster  shall  be  retained  by 
the  station  licensee  for  a  period  of  3 
years  from  date  of  entry;  (b)  station  logs 
which  include  entries  of  communications 
incident  to  or  involved  in  an  investiga¬ 
tion  by  the  Commission  and  concerning 
which  the  station  licensee  has  been  noti¬ 
fied  shall  be  retained  by  the  station  li¬ 
censee  until  such  licensee  is  specifically 
authorized  in  writing  by  the  Commission 
to  destroy  them;  (c)  station  l(^s  incident 
to  or  involved  in  any  claim  or  complaint 
of  which  the  station  licensee  has  notice 
shall  be  retained  by  such  licensee  until 
such  claim  or  complaint  has  been  fully 
satisfied  or  until  the  same  has  been 
barred  by  the  statute  limiting  the  time 
for  the  filing  of  suits  upon  such  claims; 
(d)  records  of  a  limited  ship  station  (de¬ 
velopmental)  operating  on  156.56  Me., 
shall  be  retained  by  the  licensee  for  a 
period  of  not  less  than  3  years  from  date 
of  entry;  (e)  a  permanent  installation 
and  maintenance  record  is  required  to  be 
kept  at  the  station  by  the  station 
licensee  of  each  ship  radar  station.  47 
CPR  8.115,  8.184,  8.330,  8.368,  8.405, 
8.436,  14.110,  14.115 

1.14  Stations  licensed  in  the  aviation 
services. 

To  keep  authorization  for  each  mobile 
station.  _ 

Retention  period:  Permanent.  47  CPR 
9.118 

1.15  Stations  licensed  in  the  aviation 


tlons  whose  antenna  structure  is  re¬ 
quired  to  be  illuminated — a  record  of 
illumination;  Aeronautical  Public  Serv¬ 
ice  Stations — to  keep  a  file  of  all  record 
communications  handled  and  all  ground 
stations  so  licensed  to  keep  a  record  of 
radiotelephone  contacts  either  in  the 
form  of  telephone  traffic  tickets  or  as  a 
separate  list. 

Retention  period:  The  logs  in  the  avia¬ 
tion  services  may  be  destroyed  after  a 
period  of  30  days  except:  (a)  That  logs 
involving  communications  incident  to  a 
disaster  or  which  include  communica¬ 
tions  incident  to.  or  involved  in,  an  in¬ 
vestigation  by  the  Commission  and 
concerning  which  the  licensee  has  knowl¬ 
edge,  shall  be  retained  by  the  licensee 
imtil  specifically  authorized  in  writing 
by  the  Commission  to  destroy  them,  (b) 
That  logs  incident  to  or  involved  in  any 
claim  or  complaint  of  which  the  licensee 
has  knowledge  shall  be  retained  by  the 
licensee  until  such  claim  or  complaint 
has  been  fully  satisfied  or  until  the  same 
has  been  barred  by  statute  limiting  the 
time  for  the  filing  of  suits  upon  such 
claims.  47  CPR  9.151,  9.152,  9.153,  9.513 

‘  1.16  Air  carrier  aircrafts. 

To  keep  adequate  records  to  permit 
ready  identification  of  individual  air¬ 
craft  if  in  lieu  of  radio  station  call  letter, 
the  official  aircraft  registration  number, 
or  company  flight  identification  is  used. 

Retention  period:  Not  specified.  47 
CPR  9.191 

1.17  Licensees  of  public  safety,  indus¬ 
trial  and  land  transportation  radio 
services  stations. 

To  keep  records  as  follows:  By  all  sta¬ 
tions — transmitter  measurements,  serv¬ 
ice  and  maintenance  records,  the  name 
of  person  or  persons  responsible  for  the 
foregoing;  base  and  fixed  stations  (ex¬ 
cept  such  stations  in  the  public  safety 
services  authorized  to  be  operated  at 
temporary  locations  or  for  unattended 
operation) — names  of  persons  responsi¬ 
ble  for  the  operation  of  the  transmitting 
equipment,  together  with  the  period  of 
their  duty;  for  base  stations  in  the 
industrial  and  land  transportation  radio 
services — identification  of  other  base  sta¬ 
tions  or  fixed  stations  with  which  they 
communicate,  and  date,  time,  and  nature 
of  such  communication;  for  stations  in 
the  special  emergency  service — record  of 
the  nature  and  time  of  each  communica¬ 
tion;  and  stations  whose  antenna  or 
antenna  supporting  structure  is  required 
to  be  illuminated — a  record  of  illumina¬ 
tion. 

Retention  period:  1  year.  47  CPR 
10.161,  10.163,  11.160,  16.160 

1.18  Licensees  of  public  safety  radio 
services. 

To  keep  records  of  all  Conelrad  tests 
and  operations  as  part  of  the  log  of  radio 
stations.  _ 

Retention  period:  1  year.  47  CPR 
10.166  (retention:  10.163) 

1.19  Licensees  of  industrial  radio  sta¬ 
tions  and  land  transportation  (base) 
radio  stations  sharing  costs  and  facil¬ 
ities  with  other  licensees  in  the  same 


X.. 


All  stations  at  fixed  locations  to  keep  To  keep  a  copy  of  cooperative  agree- 
adequate  records  of  operation;  and  sta-  ments  and  contracts  as  well  as  records 
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RULES  AND  REGULATIONS 


which  reflect  the  non-proflt,  cost-shar¬ 
ing  nature  of  that  sharing. 

Retention  period:  The  copy  of  the  co¬ 
operative  agre^ent  shall  be  kept  during 
the  life  of  the  agreement  and  1  year 
thereafter,  and  the  cost  sharing  records 
shall  be  retained  for  1  year.  47  CFR 
11.6. 11.160.  16.3.  16.160 

1.20  Nonprofit  corptmtiims  or  associa¬ 
tions  organiaed  to  operate  industrial 
radio  sUtions  in  the  power,  petro¬ 
leum,  forest  product,  motion  picture, 
and  relay  press  radio  services. 

To  keep  records  which  reflect  the  cost¬ 
sharing  nonproflt  basis  under  which 
they  op>erate. 

Retention  period:  Not  specifled.  47 
CFR  11.251.  11.301.  11.351.  11.401.  11.451 

1.21  Radio  stations  in  the  industrial 
and  land  transportation  radio  serv¬ 
ices. 

To  keep  records  of  all  Conelrad  tests. 

drills,  and  operations.  _ 

Retention  period:  1  year.  47  CFR 
11.707  (retention:  11.160),  16.607  (reten¬ 
tion:  16.160) 

1.22  Licensees  of  amateur  radio  stati<ms. 

To  keep  an  accurate  log  of  station 
operation. 

Retention  period:  1  year  following  the 
last  date  of  entry:  Provided,  That  those 
portions  of  any  log  covering  operation 
of  a  station  in  connection  with  any 
actual  condition  Jeopardizing  the  public 
safety  or  affecting  the  National  Defense 
shaU  not  be  destroyed  imless  prior  ap¬ 
proval  for  such  destruction  shall  have 
been  received  from  the  Commission.  47 
CFR  12.136  (retention:  12.137),  12.244 

1.23  Radio  officers  of  amateur  civil 
emergency  services. 

To  keep  records  of  abbreviated  call 
signs  or  other  distinctive  signals  of  sta¬ 
tion  identification. 

Retention  period:  Not  specifled.  47 
CFR  12.245,  12.246 

1.24  Manufacturers,  owners,  or  dis¬ 
tributors  of  radio  receivers. 

To  keep  certificate  of  compliance  with 
radiation  interference  limits. 

Retention  period:  5  years.  47  CFR 
15.64 

1.25  Employees  of  railroads  who  oper¬ 
ate  radio  stations  in  the  railroad  radio 
service. 

To  keep  suitable  records  of  each  em¬ 
ployee  who  has  been  examined  with 
respect  to  the  applicable  Railroad  Radio 
General  and  Operating  Rules. 

Retention  period:  1  year.  47  CFR 
16.354  (retention:  16.160) 

1.26  Licensees  of  land  transportation 
radio  services. 

To  keep  records  of  all  Conelrad  tests, 
drills,  and  operations. 

Retention  period:  1  year.  47  CFR 
16.607  (retention:  16.160) 

1.27  Licensees  of  citizens  radio  service 
stations. 

To  keep  a  record  of  illumination  for 
those  stations  whose  antenna  or  antenna 
supporting  structure  is  required  to  be 
illuminated. 


Retention  period:  1  year.  47  CFR 
19.82 

1.28  Licensees  of  citizens  radio  service 
stations. 

To  keep  records  of  all  Conelrad  tests, 
drills,  and  operations. 

Retention  period:  1  year.  47  CFR 
19.107  (retention:  19.82) 

1.29  Disaster  communications  service 
radio  stations. 

To  keep  a  list  of  all  general  or  collec¬ 
tive  call  signs,  unit  designators,  or  au¬ 
thorized  substitutes  used. 

Retention  period:  Not  specified.  47 
CFR  20.25 

1.30  Disaster  communications  service 
radio  stations. 

To  keep  an  accurate  log  of  all  opera¬ 
tions  in  the  1750-1800  kc  band. 

Retention  period:  1  year,  except  that 
those  portions  of  any  disaster  station  log 
covering  operation  of  such  station  in 
connection  with  any  actual  disaster  shall 
not  be  destroyed  unless  prior  approval 
for  such  destruction  shall  have  been 
received  from  the  Commission.  47  CFR 
20.26 

1.31  Licensees  of  disaster  communica¬ 
tions  service  radio  stations. 

To  keep  records  of  all  Conelrad  tests, 
drills,  and  operations. 

Retention  period:  1  year.  47  CFR 
20.46  (retention:  20.26) 

1.32  Licensees  of  radio  stations  in  the 
domestic  public  radio  services. 

To  maintain  a  technical  1(^  of  station 
operations  as  follows:  For  each  station — 
results  and  dates  of  transmitter  meas¬ 
urements.  details  of  servicing  and  main¬ 
tenance  of  transmitters  which  may  affect 
proper  station  operation,  and  time  and 
nature  of  failure  or  erratic  operation  of 
transmitter  or  automatic  alarm  facili¬ 
ties;  for  stations  having  obstruction 
lighted  antenna  structure — time  of  daily 
lighting  and  check  of  proper  operation, 
details  of  obstruction  light  failure  (if 
any)  and  repair  details,  and  results  of 
three-month  periodic  inspection  (includ¬ 
ing  date,  condition  of  obstruction  paint¬ 
ing,  lighting  devices,  indicators,  and 
alarms,  and  details  of  adjustments, 
replacements,  and  repairs) ,  and  date  and 
time  of  notice  to  the  Civil  .Aeronautics 
Administration  regarding  failure  of 
obstruction  lighting  and  any  resumption 
thereof;  for  stations  required  to  be  oper¬ 
ated  by  licensed  radio  operators  or  hold¬ 
ers  of  restricted  radiotelephone  operator 
permit-^time  and  signature  of  person 
operating  transmitting  equipment  each 
day,  including  class  and  serial  number, 
time  and  duration  of  each  transmission, 
and  identity  of  station  or  point  to  which 
transmission  is  made. 

Retention  period:  1  year:  Provided: 
That  (a)  records  involving  communica¬ 
tions  incident  to  a  disaster  or  which  in¬ 
clude  communications  incident  to,  or 
involved  in,  an  investigation  by  the  Com¬ 
mission  and  concerning  which  the 
licensee  has  knowledge,  shall  be  retained 
by  the  licensee  until  specifically  author¬ 
ized  in  writing  by  the  Commission  to 
destroy  them,  (b)  records  incident  to,  or 


involved  in.  any  claim  or  complaint  of 
which  the  licensee  has  knowledge  shall 
be  retained  by  the  licensee  until  such 
claim  or  complaint  has  been  fully  satis¬ 
fied  or  imtil  the  same  has  been  barred 
by  statute  limiting  the  time  for  the  filing 
of  suits  upon  such  claims.  47  CFR  21.208 

1.33  Telephone  carriers. 

To  keep  accounts,  records,  memoranda, 
documents,  microfilm,  correspondence, 
and  related  indexes  prepared  by  or  on 
behalf  of  the  carrier  as  well  as  those 
which  come  into  its  possession  in  con¬ 
nection  with  the  acquisition  of  property, 
such  as  by  purchase,  consolidation,  mer¬ 
ger,  etc. 

Retention  period:  Records  are  to  be 
preserved  in  acordance  with  the  period 
of  time  designated  in  the  lists  of  records 
codified.  47  CFR  45.8 

1.34  Wire-telegraph,  ocean-cable  and 
radiotelegraph  carriers. 

To  keep  accounts,  records,  memoranda, 
documents,  microfilm,  correspondence, 
and  related  indexes  prepared  by  or  on 
behalf  of  the  carrier  as  well  as  those 
which  come  into  its  possession  in  con¬ 
nection  with  the  acquisition  of  property, 
such  as  by  purchase,  consolidation,  mer¬ 
ger,  etc. 

Retention  period:  Records  are  to  be 
preserved  in  accordance  with  the  period 
of  time  designated  in  the  list  of  records 
codified  in  47  CFR  46.9 

XVI.  FEDERAL  DEPOSIT  INSUR¬ 
ANCE  CORPORATION 


Incorporators  of 
banks  applying  for 


proposed  State 
Federal  deposit 


insurance. 


To  keep  Form  82 — ^Application  for  Fed¬ 
eral  deposit  insurance,  or  Form  82-M  in 
case  of  proposed  mutual  savings  banks. 

Retention  period:  Not  specified.  12 
CFR  304.3 

1.2  State  banks  applying  for  Federal 
deposit  insurance. 

To  keep  Form  84 — Application  for  Fed¬ 
eral  deposit  insurance,  or  Form  84-M  in 
case  of  mutual  savings  banks. 

Retention  period:  Permanent.  12  CFR. 

304.3 

1.3  State  nonmember  insured  banks 
(except  District  banks)  applying  to 
establish  branch  or  move  main  office 
or  branch. 

To  keep  Forms  85,  85a  and  85b — Appli¬ 
cations  to  establish  branch  or  move  main 
office  or  branch,  or  Forms  85-M  and 
85a-M  in  case  of  mutual  savings  banks. 
Retention  period:  Permanent.  12  CFR 

304.3 

1.4  Insured  banks  applying  for  consent 
for  which  no  specific  form  pre¬ 
scribed. 

To  keep  Form  102 — Application  for 
consent  for  which  no  specific  form  pre¬ 
scribed. 

Retention  period:  Not  specified.  12 
CFR  304.3 

1.5  Insured  banks. 

To  keep  records  necessary  to  support 
the  assessment  base  of  each  certified 
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statement  and  to  permit  verification  of 
all  figures  therein  including  any  deduc¬ 
tion  or  exclusion  in  determining  the 
assessment  base. 

Retention  period:  To  keep  such  rec¬ 
ords  for  the  year  1945  and  subsequent 
years  until  a  field  audit  of  the  assess¬ 
ment  records  of  the  insured  bank  has 
been  made  by  the  Corporation  and  any 
required  adjustment  of  the  assessment 
under  such  audit  has  been  made.  See 
PDIC  instructions  concerning  the  prep¬ 
aration  of  certified  statements  and  the 
maintenance  of  assessment  records  ef¬ 
fective  March  30.  1954.  12  U.S.C.  1817 
(a) :  12  CFR  327.1 

I  1.6  Insured  banks. 

To  keep  Form  545 — Certified  state¬ 
ment. 

Retention  period:  Same  as  for  item 

1.5.  12  CFR  304.3 

1.7  Insured  banks. 

To  keep  Form  555 — Tabulation  of  as¬ 
sessment  base  and  supporting  papers. 

Retention  period:  Same  as  for  item 

1.5.  12  CFR  304.3 

1.8  Insured  banks. 

To  keep  Form  645— First  certified 
statement. 

Retention  period:  Same  as  for  item 
•  1.5.  12  CFR  304.3 

1.9  Insured  banks. 

To  keep  Form  845 — Final  certified 
statement — for  use  by  an  insured  bank 
whose  deposits  are  assumed  by  another 
insured  bank,  or  Form  845A  when  the 
'  assuming  bank  executes  the  certified 
statement  for  the  bank  whose  deposits 
were  assumed. 

Retention  period:  Same  as  for  item 

1.5.  12  CFR  304.3 

XVII.  FEDERAL  HOME  LOAN 
BANK  BOARD 

1.1  Federal  savings  .and  loan  associa¬ 
tions. 

To  keep  at  home  office  and  branch 
offices  complete  records  of  all  business 
transactions,  and  to  keep  at  agencies  an 
original  record  of  all  business  transacted 
at  such  agencies. 

Retention  period:  Not  specified.  12 
CPR  545.6-11.  545.13,  545.14,  545.15, 
545.19,  545.20 

1.2  Federal  savings  and  loan  associa¬ 
tions. 

To  keep  records  of  real  estate  loans  in 
case  of  loans  in  excess  of  80  percent  of 
value  showing  date  and  amount  of  ap¬ 
praisal  and  date  of  approval  of  loan,  and 
to  retain  all  reports  and  certifications 
referring  thereto. 

Retention  period:  So  long  as  the  loan 
is  outstanding  and  in  any  event  for  a 
.period  of  3  years  from  the  date  of  any 
disbursements  on  the  loan.  12  CPR 
545.6-1 

1>3  Federal  savings  and  loan  associa¬ 
tions. 

To  keep  records,  certificates,  and 
credit  and  financial  reports  relating  to 
loans  made  to  finance  the  acquisition 
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and  development  of  land  for  primarily 
residential  use. 

Retention  period:  Not  specified.  12 
CPR  545.6-14 

1.4  Savings-building  and  loan  associa¬ 
tions  insured  by  the  Federal  Savings 
and  Loan  Insurance  Corporation. 

Signed  appraisals  of  real  estate  loans 
located  more  than  fifty  miles  from  insti¬ 
tution's  principal  office  to  be  kept  by 
insured  institution. 

Retention  period:  Not  specified.  12 
CFR  563.10 

1.5  Savings  building  and  loan  associa¬ 
tions  insured  by  the  Federal  Savings 
and  Loan  Insurance  Corporation. 

To  keep  records  of  evidence  of  cost  of 
give-away  given  in  connection  with  the 
opening  or  increasing  of  an  account. 

Retention  period:  2  years.  12  CFR 
563.24 

1.6  Savings  building  and  loan  associa¬ 
tions  insured  by  the  Federal  Savings 
and  Loan  Insurance  Corporation. 

(a)  To  establish  and  maintain  by  a 
separate  ledger  control  or  otherwise  rec¬ 
ords  showing  the  aggregate  of  outstand¬ 
ing  balances  of  all  accounts  opened  or 
increased  as  the  result  of  the  services 
of  a  broker  and  to  make  and  retain  an 
itemized  record  of  each  payment  of  sales 
commission  to  any  broker,  identifying 
each  account  and  stating  the  amount 
thereof  in  respect  to  which  such  sales 
commission  is  paid. 

(b)  To  retain  original  or  signed  du¬ 
plicate  of  each  agreement  by  which  a 
broker  is  employed,  engaged,  or  retained. 

Retention  period:  Not  specified.  12 
CPR  563.25 

XVIII.  FEDERAL  POWER 
COMMISSION 

1.1  Public  utilities  and  licensees. 

Preservation  of  records.  '  _ 

Retention  period:  Specified  at  18  CPR 
125.1-125.2 

See  also  Regulations  to  Govern  the 
Preservation  of  Records  of  Public  Utili¬ 
ties  and  Licensees,  with  amendments  as 
of  April  1,  1957.  Superintendent  of 
Documents,  U.S.  Government  Printing 
Office,  Washington  25,  DD. 

1.2  Natural  gas  companies. 

To  keep  all  books  and  records  support¬ 
ing  entries  to  its  accounts. 

Retention  period:  Until  destruction  is 
permitted  by  rules  and  regulations  of  the 
Commission.  Until  rules  and  regula¬ 
tions  have  been  issued,  each  company 
may  continue  its  existing  practice  with 
respect  to  retention  or  destruction  of 
records.  18  CFR  "20 1.02-2 

XIX.  FEDERAL  TRADE 
COMMISSION 

1.1  Wool  products  manufacturers. 

To  keep  records  of  the  various  fibers 
used  in  wool  products.  The  records 
should  show  not  only  the  fiber  content 
oi  wool,  reprocessed  wool;  and  reused 
wool,  but  also  any  other  fibers  used. 


Such  records  should  contain  sufficient 
information  whereby  each  of  the  wool 
products  manufactured  can  be  identified 
with  its  respective  record  of  fiber  con¬ 
tent  including  the  source  of  the  material 
used  therein. 

Retention  period:  3  years.  16  CFR 
300.31 

1.2  Fur  products  manufacturers  and 
dealers  in  furs  and  fur  products. 

To  keep  records  showing  all  the  in¬ 
formation  required  under  the  Fur  Prod¬ 
ucts  Labeling  Act  and  under  rules  and 
regulations  relating  to  such  products  or 
furs  in  a  manner  that  will  permit  proper 
identification  of  each  fur  product  or  fur 
manufactured  or  handled.  The  item 
number  required  to  be  assigned  to  a  fur 
product  and  to  appear  on  the  label  and 
on  the  invoice  relating  to  such  product 
must  appear  in  the  records  in  such  a 
manner  as  to  identify  the  product 
through  the  various  processes  of  manu¬ 
facture.  from  whom  purchased  and  the 
date  of  purchase. 

Retention  period:  3  years.  16  CPR 
301.41 

1.3  Dealers  advertising  prices  of  furs 
and  fur  products. 

To  keep  records  to  support  pricing 
representations  where  comparative 
prices  and  percentage  savings  claims  are 
used  in  advertising. 

Retention  period:  Not  specified.  16 
CFR  301.44 

1.4  Persons  guarantying  as  to  flam¬ 
mable  quality  of  fabrics  in  wearing 
apparel  on  basis  of  guaranties  re¬ 
ceived  by  them. 

To  keep  the  guaranty  received  and 
identification  of  the  fabric  or  fabrics 
guarantied. 

Retention  period;  3  years  after  guar¬ 
anty  furnished.  16  CFR  302.8 

1.5  Persons  guarantying  as  to  flam¬ 
mable  quality  of  fabrics  in  wearing 
apparel  on  basis  of  class  tests. 

To  keep  records  showing  (a)  identifi¬ 
cation  of  the  class  test;  (b)  fiber  compo¬ 
sition,  construction,  and  finish  tsrpe  of 
the  fabrics;  (c)  a  swatch  of  each  class 
of  fabrics  guarantied. 

Retention  period:  3  years  after  test. 
16  CFR  302.8 

1.6  Persons  guarantying  as  to  flam¬ 
mable  quality  of  fabrics  in  wearing 
apparel  who  have  made  tests  thereof. 

To 'keep  records  showing  (a)  style  or 
range  number,  fiber  composition,  con¬ 
struction,  and  finish  tsre  of  each  fabric 
used  in  the  article  of  wearing  apparel, 
including  a  swatch  of  the  fabric  tested; 
(b)  stock  or  formula  number,  color, 
thickness  and  general  description  of 
each  film  used  in  the  article  and  a  sam¬ 
ple  of  the  film;  (c)  results  of  actual 
tests. 

Retention  period:  3  years  after  test. 
16  CPR  302.8 

1.7  Textile  fiber  products  manufacturers 
and  distributors  substituting  labels. 

To  keep  records  of  the  various  fibers 
used  in  the  manufacture  of  textile  fiber 
products.  Such  records  should  contain 
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sufficient  Information  whereby  each  of 
the  textile  fiber  products  manufactured 
can  be  identified  with  Its  respective  rec¬ 
ord  of  fiber  content  including  the  source 
of  the  material  used  therein. 

Those  substituting  labels  shall  keep 
such  records  as  will  show  the  informa¬ 
tion  set  forth  on  the  label  removed  and 
the  name  of  the  person  from  whom  such 
textile  fiber  product  was  received. 

Retention  period:  3  years.  16  CFR 
303.39 
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XXII.  HOUSING  AND  HOME 
FINANCE  AGENCY 

1.  Office  of  the  Administrator 

1.1  Local  Public  Agencies  making  relo¬ 
cation  payments  under  slum  clear¬ 
ance  and  urban  renewal  projects. 

I  To  maintain  records  pertaining  to 
eligibility  of  relocation  pasrments.  in- 
!  eluding  all  supporting  documentation; 
and  to  keep  records  and  papers  of  indi¬ 
vidual  claims  for  payments,  including 
receipted  bills  or  other  evidence  estab¬ 
lishing  validity  of  the  claim. 

I  Retention  period:  Not  specified  for 
j  eligibility  records;  permanent  for  rec¬ 
ords  of  claims.  24  CFR  3.104,  3.106 

1.2  Applicants  for  exceptions  from 
residential  credit  restrictions. 

To  keep  the  eligibility  statements 
(HHFA-FHA  Form  No.  3352)  submitted 
by  eligible  defense  workers  renting 
dwelling  units  in  accordance  with 
CRr-3 — Relaxation  of  Residential  Credit 
Controls;  Regulations  Governing  Proc¬ 
essing  and  Approval  of  Exceptions  and 
terms  for  Critical  Defense  Housing 
Areas. 

Retention  period:  Not  specified.  32 A 
CFR  Ch.  XVn,  CR  3,  sec.  11 

1.3  Applicants  for  exceptions  from  res¬ 
idential  credit  restrictions. 

To  keep  the  eligibility  statements 
(HHFA-FHA  Form  No.  3352)  submitted 
by  eligible  defense  workers  who  bought 
dwellings  erected  for  sale  in  accordance 
with  CR-3 — Relaxation  of  Residential 
Credit  Controls;  Regulations  Governing 
Processing  and  Approval  of  Exceptions 
and  Terms  for  Critical  Defense  Housing 
Areas. 

Retention  period:  6  months  after  date 
of  sale.  32A  CFR  Ch.  XVn.  CR  3.  sec.  16 

1.4  Applicants  for  assistance  under  the 
programs  administered  by  the  Com¬ 
munity  Facilities  Service  (prepara¬ 
tion  by  public  agencies  of  plans  for 
public  works). 

To  keep  accurate  accounting  records 
of  all  costs  involved  in  connection  with 
plan  preparation. 

Retention  period:  Not  specified.  44 
CFR  702.13 

2.  Federal  Housing  Administration 

2.1  Lending  agencies  with  respect  to 
property  improvement  loans. 

To  keep  complete  credit  and  collection 
file  pertaining  to  each  eligible  property 
improvement  loan  transaction,  which 
will  accompany  any  claim  for  loss  made 
by  the  insured,  and  to  include  the  bor¬ 
rower’s  application  for  a  Title  I  loan,  the 
original  note,  completion  certificate(s) 
and  other  exhibits  furnished  to  the  lend¬ 
ing  institution  by  the  borrower.  Where 
proceeds  of  the  loan  are  not  disbursed 
directly  to  borrower  without  dealer  in¬ 
tervention  in  any  manner,  file  will 
Include  borrower’s  written  authorization 
to  disburse  to  other  than  the  borrower, 
signed  copy  of  contract  or  sales  agree¬ 
ment  describing  tsrpe  and  extent  of 
improvements  to  be  made  and  the  mate¬ 
rial  to  be  used,  also  record  of  written 
notice  to  borrower  of  credit  application 
i^iproval.  Proper  evidence  shall  be  in 


the  file  of  permissible  additional  charges 
assessed  against  the  borrower  for  addi¬ 
tional  expenses  such  as  recording  or 
filing  fees,  documentary  stamp  taxes, 
title  examination  'charges  and  hazard 
insurance  premiums  in  connection  with 
Title  I  property  improvement  loans 
where  security  is  taken  in  the  natme  of 
a  real  estate  mortgage,  deed  of  trust, 
conditional  sales  contract,  chattel  mort¬ 
gage,  mechanic’s  lien  or  other  security 
device  taken  for  the  purpose  of  securing 
the  pa3mient  of  eligible  loans.  Evidence 
of  late  charge  billing  must  be  in  the  file 
if  claim  is  made  under  the  Contract  of 
Insurance.  With  respect  to  Class  3 
property  Improvement  loans  under  Title 
I  of  the  National  Housing  Act,  the  prop¬ 
erty  description,  plans  and  specifications 
shall  remain  a  permanent  part  of  the 
loan  file  in  connection  with  certification 
to  the  Commissioner  by  the  insured  that 
in  its  opinion  the  site  is  suitable  for  a 
home  and  the  proposed  structure  when 
completed  will  not  adversely  affect  sur¬ 
rounding  properties. 

Retention  period:  Not  specified.  24 
CTH  200.171,  200.172,  200.174,  200.177, 
200.185,  201.2,  201.4,  201.8,  201.11,  202.8 

2.2  Lending  agencies— Tide  I. 

To  keep  dealer  files  in  connection  with 
dealer  approval,  investigation  and  con¬ 
trol  which  shall  contain  the  dealer 
application,  the  approval  by  the  Insured 
together  with  supporting  information 
and  a  record  of  the  insured’s  experience 
with  the  loans  originated  by  such  dealer. 

Retention  period:  Not  specified.  24 
CFR  200.170,  201.8 

2.3  Lending  agencies  with  respect  to 
moltifamily  housing  insured  under 
sections  207,  213,  220,  221,  231, 
803,  810,  and  908  of  die  *  National 
Housing  Act. 

To  keep  records  filed  by  the  mortgagor 
with  respect  to  occupancy  reports  when 
prescribed  by  the  Commissioner,  annual 
CPA  reports,  and  copies  of  minutes  of 
stockholders’  and  directors*  meetings 
certified  to  by  the  Secretary  of  the  Cor¬ 
poration  (mortgagor). 

Retention  period:  Not  specified.  24 
CFR  232.19,  235.7,  241.30,  263.1,  268.4a, 
292.1,  296.1 

2.4  Mortgagors  of  mulUfamily  housing 
under  secUons  207,  213,  220,  221, 
231,  803,  and  810  of  the  NaUonal 
Housing  Act. 

To  keep  books  and  accounts  in  accord¬ 
ance  with  requirements  of  the  FHA 
Commissioner  and  in  such  form  as  will 
permit  a  speedy  and  effective  audit  and 
maintain  for  such  periods  of  time  as  may 
be  prescribed  by  the  Commissioner;  con¬ 
tracts,  records,  documents,  and  papers 
shall  be  subject  to  inspection  and 
examination  by  the  FHA  Commissioner 
and  his  duly  authorized  agent  at  all 
reasonable  times. 

Retention  period:  Not  specified.  24 
CFR  232.19,  235.7,  241.30,  263.1,  268.4a 

2*5  Mortgagors  of  multifamily  rental 
housing  under  sections  2()7,  213, 
220,  221,  231,  803,  and  810  of  the 
National  Housing  Act. 

Where  neither  mortgagor  nor  its  asso¬ 
ciates  has  any  interest  in  the  builder, 
financial  or  otherwise,  and  in  connection 


with  cost  certification  procedure,  records 
shall  be  kept  of  all  costs  of  any  construc¬ 
tion  or  other  cost  items  not  representing 
work  imder  the  general  contract;  where 
the  mortgagor  and/or  its  associates  have 
an  interest  in  the  builder,  contractor,  or 
any  subcontractor,  the  mortgagor  shall 
keep  such  records  and  in  turn  require  the 
builders  to  keep  similar  records.  Re¬ 
quirements  also  apply  to  rehabilitation 
projects. 

Retention  period:  Not  specified.  24 
CFR  232.26,  235.1,  241.35,  241.37,  263.1, 
268.1,  292.1 

2.6  Lending  agencies  with  ^pect  to 
multifamily  rental  housing  insured 
under  sections  207,  213,  220, '221, 
231,  608,  611,  803,  810,  and  908 
of  the  National  Housing  Act. 

When  eligible  to  receive  ttie  benefits 
of  the  mortgage  insurance,  and  where  it 
is  elected  to  assign  the  mortgage  to  the 
FHA  Commissioner,  along  with  other 
requirements,  there  will  be  assigned  and 
delivered  to  the  Commissioner,  all  rec¬ 
ords,  documents,  books,  papers,  and 
accounts  relating  to  the  mortgage 
transaction. 

Retention  period:  Not  specified.  24 
CFR  233.8,  236.1,  242.5,  264.1,  269.1,  282.8, 
289.8,  293.1,  293a.8,  297.1 

2.7  Investors  insured  under  yield  insur¬ 
ance  provisions  under  title  VII  of  the 
National  Housing  Act. 

Shall  establish  and  maintain  such 
books,  records  and  accoimts  with  respect 
to  the  insured  prqject  as  may  be  pre¬ 
scribed  by  the  Commissioner  and  will,  in 
the  judgment  of  the  Commissioner,  ade¬ 
quately  and  accurately  refiect  the  condi¬ 
tions  and  operations  of  the  project.  The 
investor  shall  agree  to  permit  ttie  Com¬ 
missioner  or  his  agent  at  all  reasonable 
times  upon  request  to  examine  any  and 
all  books,  records,  contracts,  documents, 
and  accounts  of  the  investor  which  re. 
fleet  in  any  way  the  condition  or  opera¬ 
tions  of  the  project. 

Retention  period:  Not  specified.  24 
CFR  291.6 

2.8  Lending  agencies  for  multifamily 
rental  housing  under  sections  207, 
213,  220,  221,  231,  608,  609,  611, 
803,  810,  and  908  of  the  National 
Housing  Act. 

Upon  assignment  of  the  mortgage  to 
the  Federal  Housing  Commissioner,  when 
entitled  to  receive  the  benefits  of  the 
insurance  will  deliver  to  the  Commis¬ 
sioner,  in  addition  to  other  items  spec¬ 
ified,  all  records,  documents,  books, 
papers,  and  accounts  relating  to  Uie 
mortgage  transaction. 

Retention  period:  Not  specified.  Secs. 
207,  213,  220,  221,  231,  608,  609,  611,  803, 
810,  and  908,  National  Housing  Act  of 
1934 

2.9  Mortgagors  of  new  or  rehabilitated 
multifnmily  housing  insured  under 
sections  207,  213,  220,  221,  231, 
803,  and  810  of  the  National  Housing 
Act. 

To  keep  such  records  as  are  prescribed 
•  by  the  Federal  Housing  Commissioner  at 
the  time  certification  to  keep  such  rec¬ 
ords  is  made  and  to  keep  them  in  such 
form  as  to  permit  a  speedy  and  effective 
audit. 
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Retention  period:  Not  specified.  Sec. 
814,  Housing  Act  of  1954,  12  UH.C.  17158 

XXIII.  INTERSTATE  COMMERCE 
COMMISSION 

1.1  Refrigerator  car  lines. 

To  keep  records  as  listed  in  the  sections 

cited.  _ 

Retention  periods:  Various.  49  CFR 
24.01-2,  110.7 

1.2  Railroad  companies. 

To  keep  records  sis  listed  in  the  section 
cited. 

Retention  periods:  Vatlous.  49  CFR 

110.7 

1.3  Electric  railway  companies. 

To  keep  rec(N:ds  sts  Usted  in  the  section 

cited.  _ 

Retention  periods:  Various.  49  CFR 
110.31 

1.4  Sleeping  car  companies. 

To  keep  records  as  listed  in  the  section 

cited.  _ 

•  Retention  periods:  Various.  49  CFR 

•  110.50 

1.5  Express  companies. 

To  keep  records  eis  listed  in  the  section 

cited.  _ 

Retention  periods:  Various.  49  CFR 
110.70 

1.6  Pipeline  companies. 

To  keep  records  eis  listed  in  the  section 

cited.  •  _ 

Retention  periods:  VEU*ious.  49  CFR 

*  110.90 

1.7  Persons  which  furnish  cars  to  rail¬ 
roads. 

'  To  keep  records  sls  listed  in  section 

cited.  _ 

Retention  periods:  Various.  49  CFR 
110.104 

1.8  Rate-making  organizations. 

'  To  keep  records  eis  listed  in  the  section 
cited. 

Retention  periods:  Various.  49  CFR 
130.30 

1.9  Motor  carriers  other  than  Class  I. 

To  keep  records  as  listed  in  the  sec¬ 
tions  cited,  except  that  ClEtss  n  motor 
carriers  of  property  comply  with  49  CFR 
203.301-203.307. 

Retention  periods:  Various.  49  CFR 
203.1, 203.4 

1.10  Bifd^ers  for  motor  carriers. 

To  keep  same  records  for  same  periods 
as  motor  carriers  other  than  CIeubs  I, 
insofar  eis  applicable. 

Retention  periods:  VeuIous.  49  CFR 
203.100 

1.11  Motor  carriers.  Class  I. 

To  keep  records  as  Usted  in  the  section 
cited. 

Retention  periods:  VEurious.  49  CFR 
203.307 

1.12  Water  carriers. 

To  keep  records  bs  listed  in  the  section 
cited. 

Retention  periods:  VeuIous.  49  CFR 

325.7 


1.13  Freiiht  forwarders. 

To  keep  records  Em  listed  in  the  section 

cited.  _ 

Retention  periods:  Various.  49  CFR 
450.11 

XXIV.  PANAMA  CANAL  COM¬ 
PANY  AND  CANAL  ZONE 
GOVERNMENT 

1.1  Masters  of  vessels  transferring  haz¬ 
ardous  liquid  cargoes  in  Canal  Zone 
ports. 

To  keep  originEd  of  the  “Declaration 
of  Inspection  Prior  to  Bulk  Cargo 
TrEuisfer.” 

Retention  period:  Discard  at  expira¬ 
tion  of  voyEtge.  35  CFR  4.121 

1.2  Masters  of  vessels  at  sea,  destined 
for  Canal  Zone  ports. 

To  keep  sanitEiry  log  or  other  ofBciEd 
record  of  sEmitEiry  conditions  and  correc¬ 
tive  meEusures  taken. 

Retention  period:  Retention  not  re¬ 
quired  by  Canal  authorities  beyond  ex¬ 
piration  of  voyage.  35  CFR  24.50,  24.52 

1.3  Vessels  undergoing  sanitary  inspec¬ 
tion  at  Canal  Zone  ports. 

To  keep  certificates  covering  deratiza¬ 
tion  or  exemption  from  deratization. 

Retention  period:  Indefinite.  35  CFR 
24.89 

1.4  Vessels  transiting  or  partially  tran¬ 
siting  Panama  CanaL 

To  keep  tonnage  certificate,  a  full  set 
of  plEins,  and  a  copy  of  the  meEusurements 
which  were  made  at  the  time  of  issue  of 
its  national  tonnage  certificate. 

Retention  period:  Until  vessel  is  de¬ 
commissioned.  35  CFR  27.3 

XXV.  RAILROAD  RETIREMENT 
BOARD 

1.1  Employers  subject  to  contributions 
under  the  Railroad  Unemployment 
Insurance  Act  for  any  calendar  quar-  ' 
ter. 

To  keep  such  permanent  records  as  axe 
necessary  to  establish  the  total  Eunoimt 
of  compensation  paid  to  employees,  dur¬ 
ing  each  such  quarter  for  services  per¬ 
formed  Eifter  Jime  30, 1939. 

Retention  period:  At  leEmt  4  years.  20 
CFR  345.24 

1.2  States  (employment  agencies). 

To  make  records  available  to  RailroEid 
Retirement  Board. 

Retention  period:  Not  specified.  42 
UB.C.  503(c)  (1) 

XXVI.  SECURITIES  AND  EX¬ 
CHANGE  COMMISSION 

1.1  Exchange  members,  brokers,  and 
dealers. 

To  keep  books  EUid  records  relating  to 
their  business  including  blotters;  ledg¬ 
ers;  other  records  of  orders,  purchEuses, 

,  EUid  sales;  records  of  the  proof  of  money 
*  bEdEinces  of  all  ledger  accounts  in  the 
form  of  trial  balEmces;  suid  other  records 
and  accounts  as  specified  in  the  sections 
cited. 


Retention  periods:  6  years  Etnd  3  years 
Ets  specified  in  the  sections  cited.  17 
CFR  240.17a-3,  240.17a-4 

1.2  Exchange  members,  brokers,  and 
dealers. 

To  keep  all  partnership  Eulicles,  ar¬ 
ticles  of  incorporation,  charters,  minute 
books,  and  stock  certificate  books. 

Retention  period:  Life  of  business  smd 
its  successors.  17  CFR  240.17ar-4 

1.3  National  securities  exchanges. 

To  keep  copies  of  statements,  exhibits, 
and  other  information  regarding  regis¬ 
tered  securities,  filed  pursuant  to  sections 
12,  13,  14,  and  16  of  the  Securities  Ex- 
chEUige  Act  of  1934. 

Retention  period:  The  foregoing  ma¬ 
terials  may  be  destroyed  Edter  five  years 
in  EtccordEmce  with  plEtns  submitted  to 
and  declEtred  effective  by  the  SEC  pur- 
suant  to  its  Rule  X-17A-6.  17  CFR 
240.17a-6,  240.24b-3 

'  1.4  Mutual  service  companies  and  sub¬ 
sidiary  service  companies  associated 
with  registered  public  utility  holding 
companies. 

To  keep  uniform  books  of  account  and 
other  records  to  show  fully  the  facts  per¬ 
taining  to  all  entries  Etnd  supported  in 
sufficient  detEdl  to  permit  ready  identifi¬ 
cation  Eind  Emalysis.  These  records  in¬ 
clude  not  only  Eiccounting  records  in  a 
limited  technical  sense,  but  Edl  other 
records  such  Ets  'minute  books,  stock 
books,  reports,  memorEtnda,  contrEtcts, 
invoices,  maps,  correspondence,  other 
papers  and  documents  which  support 
entries  to  accounts  Etnd  are  necessary  or 
useful  in  anahrzing  accounts  or  develop¬ 
ing  facts  concerning  any  trstnsaction. 

Retention  period:  PermEtnent,  except 
Ets  otherwise  authorized  by  the  Secu¬ 
rities  Etnd  ExchEtnge  Commission  pursu- 
Euit  to  the  Uniform  System  of  Accoimts 
for  Mutual  Service  Companies  Etnd  Sub¬ 
sidiary  Service  Companies.  17  CFR 
256.01-8 

1.5  Registered  public  utility  holding 
companies  which  are  not  also  oper¬ 
ating  companies. 

To  keep  uniform  books  of  account  to 
show  fully  fEtcts  pertaining  to  Etll  entries 
Etnd  supported  by  sufficient  detEtil  to  per¬ 
mit  ready  identification  Etnd  anal^is. 
These  records  include  not  only  Etccount- 
ing  records  in  a  limited  technicEtl  sense, 
but  all  records  such  Ets  minute  books, 
stock  books,  reports,  memoranda,  con¬ 
tracts,  correspondence,  other  papers  Etnd 
dociunents  which  may  be  useful  in  de¬ 
veloping  history  of  or  facts  regarding 
Etny  trEtnsaction  recorded  in  accounts. 

Retention  period:  Destroy  only  upon 
consent  Etnd  approval  of  the  Commission 
pursuant  to  the  Uniform  System  of  Ac¬ 
counts  for  Public  Utility  Holding  Com¬ 
panies.  17  CFR  257.0-3 

1.6  Registered  investment  companies 
and  underwriters,  brokers,  dealers, 
or  investment  advisers  which  are  ma¬ 
jority-owned  subsidiaries  of  such 
companies. 

To  keep  such  records,  books,  and  other 
documents  Ets  constitute  the  record  form¬ 
ing  the  bstsis  for  finstnciEtl  statements  re¬ 
quired  to  be  filed  pursuEtnt  to  section  30 
of  the  Investment  Company  Act  of  1940, 
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and  of  the  auditor’s  certificate  relating 
thereto.  These  records  include  general 
and  auxiliary  ledgers  (or  other  records 
reflecting  asset,  liability,  reserve,  capital, 
income  and  expense  accounts),  all  gen¬ 
eral  and  special  journals  (or  other  rec¬ 
ords  forming  the  basis  for  entries  in  such 
ledgers)  and  all  minute  books,  vouchers, 
memoranda,  correspondence,  and  other 
documents. 

Retention  period:  For  vouchers,  mem¬ 
oranda,  correspondence,  etc. — 6  years. 
For  other  records — permanent,  except  as 
otherwise  approved  by  the  Securities  and 
Exchange  Commission  pursuant  to  Rule 
N-31A-1.  Microfilming  permitted  after 
3  years.  17  CFR  270.31a-l 

1,7  Persons  having  transactions  with 
registered  investment  companies 
(every  investment  adviser  not  a  ma¬ 
jority-owned  subsidiary  of,  and 
every  depositor  of  any  registered  in¬ 
vestment  company,  and  every  prin¬ 
cipal  underwriter  for  any  registered 
investment  company  other  than  a 
closed-end  company). 

To  keep  books  and  docmnents  neces¬ 
sary  or  appropriate  to  record  transac¬ 
tions  with  company. 

Retention  period:  6  years,  except  as 
otherwise  approved  by  the  Securities  and 
Exchange  Commission  pursuant  to  Rule 
N-31A-2.  Microfilming  permitted  after 
3  years.  17  CFR  270.31a-2 

XXVII.  VETBIANS  ADMINIS¬ 
TRATION 

1.1  Institutions  furnishing  educational 
or  training  courses  to  veterans  under 
chapter  31,  title  38,  U.S.  Code,  and 
section  12  of  Public  Law  85—857. 

(a)  Supply  records.  To  keep  certifi¬ 
cation  by  the  instructor,  dean  or  presi¬ 
dent  of  the  institution  of  the  itemized 
list  of  supplies  required  by  each  student: 
a  standard  list  by  subjects  of  the  supplies 
required  for  each  quarter,  semester  or 
year;  a  file  for  each  student  showing  the 
items  authorized  for  issuance  to  him,  evi¬ 
dence  of  such  issuance  consisting  of  his 
signature  as  indicating  receipt,  and  the 
prices  charged;  and  receipts  taken  by  the 
institution  for  books,  supplies,  and  equip¬ 
ment  furnished  the  veteran  covering  the 
purchase,  issuance  or  reissuance  of  books, 
supplies,  and  equipment. 

Retention  period:  3  fiscal  years  follow¬ 
ing  the  actual  date  of  submission  of 
covering  vouchers  to  the  Veterans  Ad¬ 
ministration  (unless  further  retention  is 
requested  by  the  General  Accounting 
OfiBce  or  the  Veterans  Administration) ; 
may  keep  the  records  in  microfilm  form. 
38  cm  21.539 

(b)  General  records.  To  keep  records 
of  progress  and  attendance  of  veterans; 
adequate  financial  records  to  support  the 
claims  for  payment  for  veteran  training, 
including  financial  records  required  to 
substantiate  tuition  rates  based  upon 
cost  data  (including  payroll  ledgers,  can¬ 
celed  checks,  disbursement  vouchers,  in¬ 
voices,  general  ledgers,  journals,  ledgers 
for  cash  receipts  and  cash  disbursements, 
inventory  records,  records  of  accounts 
payable,  and  accounts  receivable) . 

Retention  period:  3  fiscal  years  follow¬ 
ing  the  actual  date  of  submission  of  cov¬ 
ering  vouchers  to  the  Veterans  Admin¬ 


istration  (unless  fiirther  retention  is 
requested  by  the  General  Accounting 
Office  or  the  Veterans  Administration). 
38  CFR  21.672 

1.2  Institutions  furnishing  correspond¬ 
ence  courses  to  veterans  under  chap¬ 
ter  31,  title  38,  U.S.  Code,  and  sec¬ 
tion  12  of  Public  Law  85-^57. 

To  keep  records  of  progress  of  vet¬ 
erans  and  all  records  and  books  of  ac¬ 
count  pertaining  to  the  contract. 

Retention  period:  Minimum  of  3  years 
following  date  upon  which  final  pasrment 
imder  contract  becomes  due.  Even  after 
3  years,  records  may  be  destroyed  only 
upon  written  authorization  from  the 
Veterans  Administration.  38  CFR  21.626 

1.3  Educational  institutions  under 
chapter  33,  title  38,  U.S.  Code. 

To  keep  appropriate  records  and  ac¬ 
counts,  including  but  not  limited  to  (a) 
records  and  accounts  which  are  evidence 
of  tuition  and  fees  charged  to  all  stu¬ 
dents;  (b)  records  of  previous  education 
or  training  of  veterans  at  time  of  admis¬ 
sion,  and  records  of  advance  credit  at 
time  of  admission;  and  (c)  records  of 
grades  and  progress  of  veterans. 

Retention  period:  3  years  following 
termination  of  enrollment  period,  unless 
further  retention  requested  by  General 
Accounting  Office  or  Veterans  Admin¬ 
istration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CTR  21.2306 

1.4  Educational  institutions  furnishing 
ntmaccredited  courses  under  section 
1654,  chapter  33,  title  38,  U.S.  Code, 
supra. 

To  keep,  in  addition  to  the  records  and 
accoimts  described  in  item  1.3,  above, 
(a)  records  of  leave,  absences,  class  cuts, 
makeup  work,  tardiness,  and  interrup¬ 
tions  for  unsatisfactory  conduct  or  at¬ 
tendance;  and  (b)  records  of  refunds  of 
tuition,  fees,  and  other  charges  made  to 
a  veteran  who  fails  to  enter  the  course 
or  withdraws,  or  is  discontinued  prior  to 
completion  of  the  course. 

Retention  period:  3  years  following 
termination  of  enrollment  period,  unless 
further  retention  requested  by  Cteneral 
Accounting  Office  or  Veterans  Adminis¬ 
tration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CFR  21.2306 

1.5  Educational  institutions  furnish¬ 
ing  institutional  on-farm  training 
courses  under  section  1652,  chapter 
33,  title  38,  U.S.  Code,  supra. 

To  keep  in  addition  to  the  records  and 
accounts  described  in  item  1.3,  above, 
records  of  the  individual  and  organized 
group  instruction  furnished. 

Retention  period:  3  years  following 
termination  of  enrollment  period,  unless 
further  retention  requested  by  General 
Accounting  Office  or  Veterans  Adminis¬ 
tration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CTR  21.2306 

1.6  Training  establishments  furnishing 
apprentice  or  other  training-on-the- 
job  courses  under  chapter  33,  title 
38,  U.S.  Code,  supra. 

To  keep  appropriate  records  pertain¬ 
ing  to  such  training  including,  but  not 
limited  to,  (a)  payroll  records;  (b) 
records  of  attendance;  and  (c)  records 
of  progress  toward  job  objective,  includ¬ 
ing  accomplishments  and  failures. 


Retention  period:  3  years  following 
termination  of  enrollment  period,  unless 
further  retention  requested  by  General 
Accoimting  Office  or  Veterans  Adminis¬ 
tration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CFR  21.2201, 
21.2306 

1.7  Educational  institutions  furnishing 
education  or  special  restorative  train¬ 
ing  under  chapter  35,  title  38,  U.S. 
Code. 

To  keep  appropriate  records  and  ac¬ 
counts.  including  but  not  limited  to,  (a) 
records  and  accounts  which  are  evidence 
of  tuition  and  fees  charged  to  and  re¬ 
ceived  from  or  on  behalf  of  all  students 
and  trainees;  (b)  records  of  previous 
education  or  training  of  eligible  persons 
enrolled  imder  the  law  at  time  of  admis¬ 
sion  and  records  of  advance  credit 
granted  by  institution;  and  (c)  records 
of  the  eligible  person’s  grades  and 
progress. 

Retention  period:  Not  specified.  38 
CFR  21.3306 

1.8  Educational  institutions  having  eli¬ 
gible  persons  under  chapter  35,  title 
38,  U.S.  Code,  supra,  enroll^  in 
courses  which  do  not  lead  to  standard 
college  degree. 

To  keep,  in  addition  to  the  records  and 
accounts  described  in  item  1.7,  above, 
records  of  leave,  absences,  class  cuts, 
makeup  work,  and  tardiness. 

Retention  period:  Not  specified.  38 
CTR  21.3306 

1.9  Educational  institutions  having  di- 
gible  persons  under  chapter  35,  title 
38,  U.S.  Code,  3upra,  enrolled  in  non- 
accredited  courses  approved  under 
section  1654,  chapter  33,  title  38, 
U.S.  Code. 

To  keep,  in  addition  to  records  and 
accounts  described  in  1.7  and  1.8,  above, 
(a)  records  of  interruptions  for  unsatis¬ 
factory  conduct  or  attendance;  and  (b) 
records  of  refunds  of  tuition,  fees,  and 
other  charges  made  to  an  eligible  per¬ 
son  who  fails  to  enter  the  course  or  with¬ 
draws  or  is  discontinued  prior  to  com¬ 
pletion  of  the  course. 

Retention  period:  Not  specified.  38 
CFR  21.3306 

1.10  Holders  of  loans  guaranteed  or  in¬ 
sured  by  the  Veterans  Administration 
under  chapter  37,  title  38,  U.S.  Code. 

To  keep  a  record  of  each  loan  showing 
the  amounts  of  pa3mients  received  on  the 
obligation  and  disbursements  chargeable 
thereto,  and  the  dates  thereof. 

Retention  period:  Not  specified.  38 
CFR  36.4330 

1.11  Holders  of  loans  insured  by  the 
Veterans  Administration  under  chap¬ 
ter  37,  title  38,  U.S.  Code. 

'  To  keep  an  insurance  account  showing 
the  amoimts  credited  as  available  for  the 
payment  of  losses  on  insured  loans  made 
or  purchased  by  the  holder  and  the 
amounts  debited  on  accoimt  of  transfers 
of  insured  loans,  purchases  by  the  Veter¬ 
ans  Administration  under  38  CFR  36.- 
4318,  or  payment  of  losses. 

Retention  period:  Until  effective  date 
of  closing  of  insurance  account  by  the 
Veterans  Administration.  38  CFR  36.- 
4370 
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SUPPLEMENTS 

Supplement  I — Requirements  Under 
the  Second  War  Powers  Act  of  1 942 

The  Second  War  Powers  Act  of  March' 
27, 1942  (56  Stat.  185)  provided  thatcon- 
/r  tractors  with  defense  contracts  placed 
after  September  8, 1939  could  be  required 
to  produce  any  b<x)ks  or  records  deemed 
relevant  for  audit  and  inspection  by  any 
agency  or  officer  designated  by  the  Presi¬ 
dent  or  the  Chairman  of  the  War  Pro¬ 
duction  Board.  The  effectiveness  of  this 
Act  was  continued  by  tlie  Act  of  June  30, 
1953  (67  Stat.  120),  for  the  duration  of 
the  national  emergency  proclaimed  De¬ 
cember  16,  1950,  and  for  6  months 
thereafter. 


Supplement  II — Civil  Aeronautics  Re¬ 
quirements  on  Availability  of  Cre¬ 
dentials  for  Inspection  in  14  CFR 


Party 

Competency 

certificate 

Medical 

oertifiotte 

P»ot*  _ 

4.T4n _ 

AirHiw  Transport  Pilot., 
lighter- than- Air  Pilot.. 

21.23 . 

21.40(c). 

22.32(a)(1). 

22.32(a) _ 

24.9. 

Repairman _ _ _ _ 

24.103 _ 

Parachute  Rigger _ 

25.9 . 

Control  Toww  Operator.... 
TMupatcher .  _  _  _  _ 

2«.29 . 

26.30. 

27  42  _ 

Radio  Operator. 

3.342 _ 

33.43. 

Navigator..  .  _  _ 

.^3  42  _ 

34.43. 

F.ngtneer.  ... 

.^V42 _ 

35.43. 

Oroiind  Trutnictor 

51.3. _ 

Manufacturers; 

Type  Certificate _ 

Production  Certificate.. 
AlrwcMthiness  Certifi* 

1.17 . 

1.45 . 

1.65 . 

- 

cate. 

Ground  and  Flight  SchooL.. 

Repair  Station.  ... 

50.21 . 

.52  9 _  . 

Mechanic  School...  . 

53.9... . 

Parachute  I.rfift  ..  . 

64.10.1 _ 

Carriers: 

Scheduled  Domestic 

40.15 . 

Carrier. 

other  Scheduled  Carrier. 
Tmagiilar  Carrier. .  ..  .. 

41.4 . 

42.7.  _ 

Oetwral  Operator _ 

43.10 _ 

Foreign  Air  Carrier 

44.3 _ 

Flight  Crew— For¬ 
eign  Air  Carrier. 
Commercial  Operator... 
Foreign  Civil  Aircraft _ _ 

44.5 _ 

4.5.2  ...  __ 

37.5.20 . 

Airman.....  ... 

375.21 . 

PlloLa _ 

43.40 _  _ 

INDEX 

'  Explanation.  The  index  is  a  giiide  to 
the  persons,  groups,  or  products  covered 
by  the  subject  titles  in  the  Ust.  It  does 
not  purport  to  bring  together  under  a 
given  entry  a  complete  analysis  of  all 
requirements  relating  to  a  given  business 
or  product.  Thus,  a  requirement  affect¬ 
ing  corporations  in  liquidation  will  be 
found  under  “corporation”  because  the 
word  appears  in  the  subject  title  in  the 
list.  There  are  many  other  require¬ 
ments,  however,  affecting  corporations 
which  must  be  sought  imder  “taxes”, 
“manufacturers”,  “employers”,  “con¬ 
tractors”,  name  of  product  or  other 
subject.  In  the  same  way  general  cate¬ 
gories  of  persons  to  whom  requirements 
may  apply  (such  as  manufacturers  or 
importers)  have  been  included  only  if 
they  are  particularly  necessary  in  identi¬ 
fying  the  applicability  of  the  require¬ 
ments. 

Items  included  in  the  index  are  keyed 
to  the  department  (or  agency)  number 
shown  in  the  contents.  References  are 


to  agency  and  item  numbers,  not  to 
Fbdkral  Rxgistu  pages. 

A 

Accounts,  Bureau  of,  X  1.1 
Admissions  taxes,  X  4.40 
Agents: 

Cargo  and  miscellaneous  vessels,  X  9.2, 
9.13,9.15-9.16 
Denaturers,  X  4.144 
Nautical  school  ships,  X  9.8 
Shipping  companies,  n  3. 1-3 .9 
Treasury  savings  stamp  agents  selling 
UB.  savings  stamps  in  schools,  X  8.2 
Agricultural  commodities: 

Classifiers,  inspectors,  graders,  and 
weighers,  1 3.45 
Crop  insurance,  1 9.1 
Dealers,  commission  merchants,  and 
broken,  1 3.22 

Distribution  programs,  1 3.23-3.25 
.Exporters,  n  2.3 

Handlers  and  shippers  of,  1 3.1-3.19 
Price  support  programs,  1 7.1-7 .9 
Warehousing,  1 3.38-3.48 
Agricultural  conservation  program,  I 
2.1-2.2 

Agricultural  Conservation  Program 
Service,  1 2.1-2.2 

Agricultural  Marketing  Act  of  1946,  I 
3.56 

Agricultural  Marketing  Act  of  1937,  I 
3.1-3.19,  3.29 

Agricultural  Marketing  Service,  I  3.1- 
3.58 

Agricultural  Research  Service,  I  4.1-4.4 
Agricultural  Service,  Foreign,  1 1 .1 
Agriculture  Department: 

See  Agricultural  Conservation  Pro¬ 
gram  Service 

Agricultural  Marketing  Service 
Agricultural  Research  Service 
Commodity  Exchange  Authority 
Commodity  Stabilization  Service 
Farmers  Home  Administration 
Federal  Crop  Insurance  Corpora¬ 
tion 

Foreign  Agricultural  Service 
Agriculture,  vocational  education  in,  IV 
1.3 

Air  carriers: 

Alaskan,  XII  1.2  _ 

All-expense  tours  or  cruises,  Xn  1.2 
Charter  trips,  off-route,  xn  1.5 
Distilled  spirits  or  wine  withdrawn 
from-  stock  in  customs  for  use  as 
supplies  on  aircraft,  X  4.276 
Foreign,  xn  1.4,  1.5;  Supp.  n 
Freight  forwarders,  XII  1.8 
General,  XH  1.1-1.5;  XIV  1.18-1.39; 
Supp.  n 

Hawaiian,  XII  1.2 

Helicopter  service  in  interstate  trans¬ 
portation,  XIV  1.36-1.38 
Interstate,  XIV  1.18-1.21,  1.36-1.38 
Irregular  and  off-route,  XII  1.3,  1.5; 

XIV  1.26-1.34;  Supp.  H 
Local  service  carriers,  Xn  1.2 
Operating  turbine-powered  transport 
airplanes  under  provisional  tsrpe 
certification,  XTV  1.1 
Operators,  XII  1.9;  XIV  1.9,  1.29; 
Supp.  n 

Outside  continental  United  States 
scheduled  operations,  XIV  1.22-1.25 
'  Owners  or  operators,  XII  1.9;  XIV  1.9 
Pilots,  XIV  1.13 
Supplemental,  XH  1.3 


Air  Force;  contractors  and  subcontrac¬ 
tors,  in  1. 1-2.3;  X  4.19 
Air  Force,  Department  of  the,  m  2.1-2.3 
Air  navigation  facilities: 

Instrument  landing  system,  XIV  1.47 
Nondirectional  radio  beacons,  XTV  1.46 
Air  taxi  operators,  Alaskan,  XH  1.7 
Aircraft  and  related  subjects: 

Accidents,  XII  1.9 
Air  carriers.  See  Air  carriers 
Contractors  contructing  for  the  Army, 
the  Navy,  and  the  Air  Force,  X  4.19- 
4.20 

Dispatchers,  Supp.  n 
Distributors  of  aircraft,  XIV  1.5 
Engineers,  Supp.  n 
Flight  instructors,  XTV  1.12 
Flight  test  applicants,  XTV  1.8 
Foreign  civil  aircraft,  XU  1.6;  Supp  n 
Ground  instructors,  Supp.  n 
Instruction  courses,  XIV  1.14,  1.16- 
1.17, 1.40, 1.44 

Manufacturers  of  aircraft  and  related 
equipment,  XTV  1.2-1.4, 1.6-1.7, 1.10, 
1.48;  Supp.  n 
Mechanics,  Supp.  n 

Navigators,  Supp.  n  _ 

Operators,  Xn  1.6,  1.7,  1.9;  XIV  1.29 
Owners,  masters,  officers,  employees, 
and  agents  in  transportation,  n  5.1; 
xn  1.9;  XIV  1.9,  1.35 
Parachute  loft  certifications,*XIV  1.45; 

Supp.  n  _ 

Parachute  riggers,  XTV  1.15;  Supp.  n 
Pilot  certificate  applicants,  XIV  1.11 
PUots,  XII  1.9;  XIV  1.13, 1.14;  Supp.  n 
Radio  operators,  Supp.  n 
Radio  stations  and  carriers,  XV  1.14- 
1.16 

Repair  stations,  XIV  1.10,  1.41-1.43; 
Supp.  n 

Repairmen,  Supp.  n 
Schools,  XTV  1.40, 1.44;  Supp.  H 
Students,  XIV  1.14 
Airman  schools,  XIV  1.40 
Airports: 

Contractors  and  sponsors  for  con¬ 
struction  of  public  airports,  XIV 
1.49-1.52 

Control  tower  personnel,  XTV  1.54; 
Supp.  n 

Instrument  landing  system  facilities, 
XIV  1.47 

Nondirectional  radio  beacon  facilities, 
XTV  1.46 

Repair  or  rehabilitation  of  public  air¬ 
ports,  XTV  1.53 
Alaska: 

Air  carriers,  XU  1.2 
Air  taxi  operators,  XH  1.7 
Fur  farmers,  1 4.4 
Radio  stations,  XV  1.10, 1.13 
Alcohol: 

Experiments  in  production  of,  X  4.125 
Persons  receiving  tax-free  alcohol 
from  GSA,  X  4.142 
Tax  free,  X  4.141-4.142, 4.159 
Taxes,  X  4.124-4.159 
Withdrawn  for  deposit  in  a  foreign- 
trade  zone,  X  4.277-4.278 
Alien  Property,  Office  of,  VI  2.1 
Aliens ;  recipients  of  nonimmigrant  visas, 
IX  1.1 

Almonds;  marketing  orders,  1 3.1, 3.2 
Aluminum;  defense  materials  regula¬ 
tions,  II  1.5 

American  Samoa;  employers,  VII  5.50 
Ammunition.  See  Arms,  ammunition, 
and  impleipents  of  war 
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Carriers — Continued 
Cotton,  transportation  of.  I  6.5,  6.11 
Denatured  alcohol  and  undenatured 
ethyl  alcohol,  X  4.159 
Freight.  XXTQ  1.13 
Motor  carriers,  XXUl  1.9-1.11 
Passengers,  X  4.54 
Petroleum,  V  3.7;  X  4.52 
Property,  X  4.55-4.56 
Radio  stations.  XV  1.1-1.32 
Railroad.  XXUl  1.1-1.4 
Rate-making  organizations,  XXUl  1.8 
Telegraph  and  cable,  XV  1.34 
Telephone,  XV  1.33 
Water  carriers,  transportation  by, 
XXIU  1.12 
Wheat,  X  3.13 
Cars: 

Persons  furnishing  cars  to  railroads, 
XXUl  1.7 

Refrigerator  car  lines,  XXUl  1.1 
Charterers  of  vessels,  X  9.11,  9.13,  9.15, 
9.16 

Dry-cargo  vessels,  U  3.10,  3.23 
War-built  vessels.  U  3.20,  3.22-3.24 
Cheese,  filled: 

Manufacturers,  X  4.89,  4.112 
Taxes.  X  4.89-4.90 
Wholesalers,  X  4.90 
Chemists,  cottonseed,  1 3.56 
Cherries:  marketing  orders,  1 3.18 
Child  labor: 

Minimum  age  requirements,  VU  1.8 
-Provisions  of  Fair  Labor  Standards 
Act,  VU  1.3, 1.5 

Chinese  Communist  ports;  shipping  re¬ 
strictions,  U  5.1 

Chrome  purchase  program  participants, 
XXI  1.3 

Cigars  and  cigarettes: 

Cigarette  papers  and  tubes  manufac¬ 
turers.  X  4.283,  4.298-4.299  ' 

Importers.  X  4.288,  4.291 
Manufactures,  X  4.287-4.288,  4.291, 
4.293,  4.298 

Taxes.  X  4.287-4.288,  4.291,  4.293, 
4.298 

Citrus  fruit: 

See  also  Fruit 

Crop  insurance,  1 9.1  _ 

Civil  Aeronautics  Board,  XU 
Civil  aeronautics  credentials,  Supp.  U 
Civil  defense  plans;  financial  contribu¬ 
tions  to  States  for  personnel  and  ad¬ 
ministrative  expenses,  XX  1.6 
Classifiers: 

Agricultural  commodities,  1 3.45 
Cotton.  1 3.54, 3.55 

Clearing  houses  for  cotton  futures,  X  4.42 
Clubs  or  organizations;  taxes,  X  4.41 
Coalmines: 

Lessees,  V  3.1 
Operators,  V  7.1 

Coal-tar  color  distributors,  IV  2.4 
Coast  Guard,  United  States,  X  9.1-9.17 
Coca  leaves: 

See  also  Drugs;  and  Narcotics 
Importers,  X  7.1, 7.4 
Manufacturers  importing,  X  4.66 
Withdrawal  of,  X  4.66 
Coconut  and  other  vegetable  oils,  X  4.93 
Coin  or  currency,  export  of,  VI  2.1 
Cold  storage  or  locker  plant  operators, 
V2.1 

Columbium-tantalum  purchase  program 
participants,  XXI  1.2, 1.3 
Combustible  cargoes.  X  9.1, 9.3, 9.12-9.15; 

xxrvi.i 


Antibiotic  drugs: 

Distributors,  IV  2.8 

Operators  of  establishments  process¬ 
ing.  labeling,  and  shipping,  IV  2.7 
Antifreeze  solutions  manufacturers  and 
dealers,  X  4.149 

Anti-hog-cholera  serum  and  hog-cholera 
virus,  I  4.2,  4.3 

Apartment  house  managers,  Vm  1.3 
Apprentices  and  learners: 

Employers  of,  Vn  5.4, 5.6, 5.7 
Joint  apprenticeship  committees,  VII 
5.5 

Telephone  exchanges,  vn  5.7 
Veterans  training  courses,  XXVn  1.6 
Apprenticeship  committees,  vn  5.5 
Apricots;  marketing  orders,  I  3.16 
Argon;  defense  materials  regulations,  11' 
1.10 

Armed  Services  Procurement  Act  of 
1947;  banks  and  banking  institutions 
holding  advance  payments  to  contrac¬ 
tors  under  terms  of  the  act,  m  1.33 
Arms,  ammunition,  and  implements  of 
war: 

See  also  Firearms 
Exporters.  IX  1.2 
importers,  IX  1.2 
Manufacturers,  IX  1.2 
Army: 

Aircraft,  X  4.19 

Contractors,  m  1.1-1.35,  3.2,  3.3;  X 
4.19 

Army,  Department  of  the,  m  3.1-3.3 
Arsenicals  importers  and  manufacturers, 
IV  3.10 

Asbestos  purchase  program  participants, 
XXI  1.2, 1.3 

Athletic  clubs  or  organizations,  taxes,  X 
4.41 

Atomic  energy: 

Contractors  and  subcontractors,  XI 
1.1, 1.8;  XX  1.4 

Restricted  data;  holders  of  access  per¬ 
mits  to,  XI  1.3 

Atomic  Energy  Commission,  XI  ' 
Automobile  tire  manufacturers,  pro¬ 
ducers,  or  importers.  X  4.109 
Aviation.  See  Air  carriers;  Aircraft  and 
related  subjects;  and  Airports 
Aviation  Agency,  Federal,  XTV 


Cabaret  taxes,  X  4.40 
Cable  and  telegraph  carriers.  XV  1.34 
Cable  transmission  of  information,  taxes 
on,  X  4.53 
California: 

State  Agricultural  Commissioner,  V  2.4 
State  Reclamation  Board,  m  3.1 
Camel’s  hair  or  wool,  X  3.&-3.8 
Canal  Zone  Government,  XXIV 
Canners,  X  3.5 

Cargo  insurance,  war  risk,  n  3.26,  3.27 
Carriers: 

See  also  Air  carriers;  and  Vessels 
Communication  services  required  to 
collect  taxes,  X  4.53 


RULES  AND  REGULATIONS 


Contractors— Continued  Cotton — Continued 

Federal  Government,  XX  1.1-1.4;  XXI  Export  program.  I  7.14 

1.1, 1.4, 1.5  Exporters  of  cotton  and  cotton  prod- 

Federally  financed  and  assisted  con*  ucts.I  7.14 
structions,  VII  1.1, 1.2  Ginners,  I  6.1, 6.7, 6.11 

First  War  Powers  Act  of  1941,  XXI  1.5  Marketing  quotas,  I  6.1-6.12 
Hospital  and  medical  facilities  proj-  Producers.  I  6.6,6.12 
ects,  IV3.3  Quotation  committees,  I  3.53  ' 

Maritime  Administration,  n  3.1-3.28  Warehousemen,  ginners,  processors,! 
Navy,  m  1.1-1.35;  X  4.20  common  carriers,  and  other  han- 

Shipbuilding.n  3.1-3.28  /-  dlers,  I  3.43-3.44,  6.5,  6.11 

Subject  to  Public  Contracts  Act.  Vn  Cotton  products  exporters,  I  7.14 

4. 1-4.3  _  Cottonseed: 

Using  bills  of  lading  as  shippers,  XX  Chemists,  licensed,  I  3.56 
1.1  Crushers,  I  7.2 

Vessels,  X  9.11  Samplers.  I  3.57 

World  War  n,  XXI  1.1  Cottonseed  Price  Support  program,  I  7.J 

Contracts:  Credit: 

2>ec  also  Contractors  Taxes  paid  to  foreign  countries  and 

Futures.'cmnmodities  (various) ,  I  5.13,  U.S.  possessions,  X  4.11 
. .  5.14  Transfers  of  credit  aln'oad,  VI  2.1 

Public  Housing  Administration  loans.  Crop  insurance.  I  9.1 
TCJC  1.5  Crow  Indian  Reservation;  mining,  V  4J 

Sale  of  cotton  for  future  delivery;  ducumbers;  marketing  orders,  I  3.14 
taxes,  X  4.42  Currency,  export  of .  VI  2.1 

Controlled  materials  under  BDSA  regu*  Customs,  Bureau  of.  X  3.1-3.17 
lations  and  orders,  n  1.1-1.10 
Cooperative  associations,  etc.: 

Lemon  handlers.  1 3.6  Dairy  farms  and  plants,  IV  2.10 

Livestock  and  live  poultry  market  Dairy  products: 

agencies,  1 3.31, 3.34-3.35  Importers.  1 1.1 

Packers  and  Stockyards  Act,  1921,  I  Inspection  of  plants,  13.28 

3,30  Manufacturers,  processors,  and  pcuik- 

Rice  Loan  and  Purchase  programs  agers,  I  3.28 
participants,  1 7.1  Marketing  order  program,  1 3.29 

Tobacco  farmers  or  growers.  X  4.296  Dates: 

Timg  Nut  Price  Support  program  par-  Diverters,  1 3.20 
ticipants,  1 7.3  .  Marketing  orders,  1 3.13 

Wool  Price  Support  program  partici-  Dealers: 

pants.  1 7.7  Anti-freeze  solutions.  X  4.149 

Wool.  Shorn,  Incentive  Pasrment  pro-  Beer,  X  4.161, 4.164 
gram ;  mn-rk^Hrig  agencies,  1 7.8  Denatured  alcohol,  denatured  rum. 

Copper;  defense  materials  regulations  ethyl  acetate,  X  4.148,  4.150,  4.151, 
for  copper  and  copper-base  alloys,  n  _  4.157, 4.278  .  ^  ^ 

I  g  Feed  grains  or  mixed  feed,  surplus; 

Com  crop  insurance.  1 9.1  Emergency  Peed  Program,  I  7.10 

Corporations:  Firearms,  X  4.302,  4.304-4.305 

Chartering,  engaging,  or  contracting  fim  products,  XIa  1.2,  1.3 

for  use  of  vessels,  X  9.11  Gambling  devices,  VI  1.3 

Claiming  deduction  for  dividends, 

X  4  23  Hahbut  received  from  fishing  or  trans- 

Liquidation  of  domestic  corporations,  _  Porting  vess^,  V  5.2 
^  4^5  Income  taxes.  X  4.16 

Receiving  distributions  in  liquidation  Wquors,  X  4.160,  4.162,  4.164-4.166 
of  subsidiaries.  X  4.24  Petroleum  and  petroleum  products, 

Regulated  investment  companies,  X 
4  27  Poultry,  1 3.33 

Reorganization  of,  X  4.8-4.9,  4.26,  4.28 
Shareholders  receiving  distributions  in 
liquidation  of  a  domestic  corpora- 

tion.X4.25  Stills,  X  4.168-4.169 

SmaU  business  corporations  dlstribu- 
tions  of  previously  taxed  income,  X  TobS“  6a^2rri.M9. 

Transfer  of  stock,  securities,  and  other  with  specially  dena- 

property.X  4.7-4.9,4.26, 4.28  „ .  .. 

Western  Hemisphere  trade  corpora- 
Uons:  income  taxes.  X  4.29  I  2^2. 

Co^ndence  schools  for  veterans,  4.W(?:^.i®6l\  4 1^^^ 

Cotton*  Defense  Dep&rtment,  ni 

Acts  I  3  53-3  58  Defense  materials;  BDSA  regulations 

Buyers  and  transferees,  I  6.2-6.5,  6.8-  Argon,^^l.?0 

_  T  o  C.I  o  CE  Copper  and  copper  base  alloys,  II  1.9 

Liassers,  l  3.54, 3.55  Electronic  components  or  parts,  n  1.6 

Crop  insurance,  I  9.1  Iron,  steel,  aluminum,  metalworking 

Excise  tax  on  contracts  of  sale  of  cot-  and  construction  machinery,  trans¬ 
ton  for  future  delivery,  X  4.42  actions,  II 1 .5 


Commerce  Department: 

See  Business  and  Defense  Services  Ad¬ 
ministration 

Commerce,  Under  Secretary  for 
Transportation 
Foreign  Commerce,  Bureau  of 
Maritime  Administration 
Public  Roads,  Bureau  of 
Commerce,  Under  Secretary  for  Trans¬ 
portation,  n  5.1 

Commercial  picking  establishments  op- 
perators,  V  2.1 

Commerci^  Shipping  Restriction  Orders 
T-1  and  T-2;  Hong-Kong,  Macao, 
Communist  China,  North  Korea,  and 
Communist-controlled  area  of  Viet- 
Nam,  n  5.1 

Commission  merchants,  dealers,  and 
bredeers: 

Futures  transactions,  1 5.1-5.11 
Under  the  Perishable  Agricultural 
Commodities  Act  of  1930^  1 3.22 
Committee  on  Purchases  of  Blind-Made 
Products,  xm 
Commodities: 

AgriculturaL  See  Agricultural  com¬ 
modities 

Trading  in.  1 5.1-5.14 
Commodity  Credit  Corporation,  I  7.1- 
7.15 

Commodity  Exchange  Auttiority,  I  5.1- 
5.14 

Commodity  exchanges,  I  5.1-5.14 
Commodi^  futures.  1 5.1-5.14 
Commodity  price  support  programs: 
Cottonseed  crushers.  1 7.2 
Peanut  sbellers,  1 7.4 
Tung  nuts,  cooperative  associations 
handling,  1 7.3 

Wool  grower  pool  managers  and  mem¬ 
ber-associations.  1 7.7 
Wool  handlers.  1 7.6 

Commodity  Stabilization  Service,  I  6.1- 
6.33,  7.1-7.15 

Common  carriers.  See  Carriers  and 
specific  types  of  carriers 
Communications :  / 

General.  XV  1.1-1 .34 
Persons  required  to  collect  taxes  on, 
X  4.53 

Community  Facilities  Service;  public 
works,  XXn  1.4 

Comptroller  of  the  Currency,  X  2.1-2.4 
Concentrate  plants,  X  4.172-4.173 
Concessioners;  National  Park  Service, 
V8.1 

Connally  Act,  V  3.3-3.7 
Conservation,  agricultural,  program; 
persons  eligible  for  pasrments  under, 
I  2.1 

Construction  licensees  and  permittees; 

Atomic  Energy  Commission,  XE  1.5 
Construction  materials  and  machinery; 

defense  materials  regulations,  n  1.5 
Construction  project  grants;  applicants 
receiving  Federal  funds,  IV  3.6 
Consultants,  labor  relations,  Vn  3.2 
Contract  markets  : 

Futures  transactions,  I  5.8,  5.9,  5.11, 
5.13 

Meml^rs,  1 5.8, 5.9,  5.11-5.13 
Warehouse  operators,  1 5.13 
Contractors: 

Air  Force,  m  1.1-2.3;  X  4.19 
Airport  construction.  XTV  1.49 
Army,  m  1.1-1.35, 3.2, 3.3;  X  4.19 
Atomic  energy,  XI  1.1, 1.8;  XX  1.4 
Defense,  Supp.  I 
Defense  Department,  IH 1. 1-2.3 
District  of  Columbia,  VII  4. 1-4.3 
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Defense  materials;  BDSA  regulations 
and  orders — Continued 
Nickel  alloys,  n  1.8 
Titanium  mill  products,  n  1.4 
Defense  Materials  System  participants, 
n  1.1-1.10 
Denatured  alcohol: 

Carriers,  X  4.159 

Dealers,  users,  and  manufacturers  re¬ 
ceiving,  selling,  or  using,  X  4.148, 
4.150,  4.151,  4.154-4.156,  4.158,  4.278 
Denatured  rum: 

Dealers  and  users,  X  4.157 
Withdrawal  for  deposit  in  a  foreign- 
trade  zone,  X  4.279 

Denaturers  and  denaturers’  agents,  X 
4.143,4.144,4.278 

Denaturing  plants,  X  4.116,  4.124,  4.145- 
4.147 

Dentists  dispensing,  administering,  or 
distributing  narcotic  drugs,  X  4.58, 
4.69,4.78 
'  Depletion: 

Mineral  property,  X  4.4 
Natural  gas  property,  X  4.3 
Timber  property,  X  4.5 
Depreciation: 

Mineral  property,  X  4.4 
Natural  gas  property,  X  4.3 
Property,  X  4.12 
Timber  property,  X  4.5 
Diesel  fuel,  sale  or  use  of,  X  4.103-4.104 
Disaster  Relief  programs,  1 7.11 
Distilled  spirits: 

Bottlers,  X  4.120, 4.123 
Importers,  X  4.113,  4.120,  4.123,  4.273- 
4.274 

National  emergency  transfers  of,  X 
4.1^8 

Persons  disposing  materials  used  in 
manufacture  of,  X  4.1 19 
Red  strip  stamps,  X  4.273 
Withdrawal  of  distilled  spirits  for  de¬ 
posit  in  a  foreign-trade  zone,  X  4.280 
Distilleries,  X  4.114,  4.115,  4.117,  4.118, 
4.163,  4.182--4.209,  4.272,  4.275,  4.280 
Distribution  programs;  food  commodi¬ 
ties,  1 3.23-3.25 
Distributors: 

Aircraft,  XIV  1.5 
Antibiotic  drugs,  IV  2.8 
Biological  products  or  arsenicals,  1 4.1; 
rV3.10 

Coal-tar  color,  IV  2.4 
Drugs,  IV  2.6 
Insulin,  IV  2.9 
Radio  receivers,  XV  1.24 
Textile  fiber  products,  XIX  1.7 
District  of  Columbia: 

Contracts  with,  Vn  4. 1-4.3 
Employers,  Vn  2.3 

Diversion  programs;  dates  and  Irish 
potatoes,  1 3.20-3.21 
Debtors.  See  Physicians 
Drawbacks: 

Custom  duties,  X  3.14-3.16 
Taxes  on  distilled  spirits  and  wines,  X 
4.227 

Druggists.  (See  Drugs 
Drugs: 

See  also  Coca  leaves;  Marihuana; 

Narcotics;  Opium 
Antibiotic,  IV  2.7, 2.8 
Distributors  and  importers  of  new 
drugs,  TV  2.6 
Exporters,  X  7.2, 7.3 
Insulin,  IV  2.9 
.  Narcotic,  X  4.57-4.87 
Persons  using  or  receiving  narcotic 
drugs,  X  4.58, 4.61-4.63 


FEDERAL  REGISTER 

Drugs — Continued 
Prescriptions,  X  4.68, 4.79 
Processing,  labeling,  and  shipping,  IV 
2.2,  2.7 

Dry-cargo  vessels  charterers,  n  3.10,  3.23 
E 

Education,  OfBce  of,  IV  1.1-1.8 
Educational  agencies  receiving  Federal 
aid: 

Private  nonprofit  schools,  IV  1.8 
State  and  local,  IV  1. 1-1.7 
Educational  institutions: 

See  also  Schools 

Emplosdng  student-workers  as  learn¬ 
ers,  vn  5.10 _ 

For  veterans,  XXVn  1.1-1.5 
War  drphans,  XXVII  1.7-1.9 
Electronic  components  or  parts;  defense 
materials  regulations,  n  1.6 
Embroideries  industry,  Vn  5.11-5.12 
Emergency  Feed  Program;  dealers  sell¬ 
ing  surplus  feed  grains  or  mixed  feed 
imder,  1 7.10 
Employees: 

State  and  local  government,  IV  4.5 
Under  Railroad  Retirement  Tax  Act, 
X4.35 

Employees’  Compensation  Act  of  1916, 

vn2.1 

EImployees’ '  Compensation,  Bureau  of, 
vn2.1-2.3 
Employers: 

American  Samoa,  vn  5.50 
Apprentices  and  learners,  I  6.32;  vn 
5.4,  5.6, 5.7, 5.10 

Claiming  deductions  for  contributions 
to  employees’  trust  or  annuity  plan, 
X4.22 

Claiming  deductions  from  gross  in¬ 
come,  X  4.22 

Contractors  oh  federally  financed  and 
assisted  constructions,  Vn  1.1,  1.2 
Contractors  subject  to  Public  Con¬ 
tracts  Act,  vn  4.1-4.3 
District  of  Coliunbia,  vn  2.3 
Educational  institutions  employing 
learners,  vn  5.10 

Btondicapped  workers,  I  6.33;  vn  5.9 
Longshoremen  and  harbor  workers, 
vn  2.2, 2.3 

Making  retroactive  payment  of  wages, 
Vn5.2 

Maritime  employers,  Vn  1.6 
Navajo,  Pueblo,  and  Hopi  Indian 
Reservations,  vn  5.13 
Puerto  Rico,  various  industries,  vn 
5.14-5.16,  5.21,  5.22-5.46,  5.51-5.52 
Railroad  unemployment  insurance, 
XXV  1.1 

Samoa,  American,  vn,  5.50 
Subcontractors  on  Federal  contracts, 
vni.i 

Subject  to  Fair  Labor  Standards  Act, 
'Vn  1.2,  1.3,  1.5,  5.3,  5.4,  5.6,  5.8 
Subject  to  Public  Contracts  Act,  vn 
4.1-4.3 

Sugar  industry  in  Virgin  Islands, 
1 6.32,  6.33 

Telephone  exchanges  employing  learn* 
.  ers,vn5.7 

Under  Federal  Insurance  Contribu¬ 
tions  Act,  X  4.34 

Under  Internal  Revenue  withholding 
tax  requirements,  X  4.37,  4.38 
Under  Railroad  Retirement  Tax  Act; 
X4.35 

Various  industries,  Vn  5.11-5.52 
Virgin  Islands,  I  6.32,  6.33;  Vn  5.47- 
5.49 


Employment: 

State  agencies  assisting  Department  of 
Labor  in  administering  Fair  Labor 
Standards  Act  and  Public  Contracts 
Act,  vn  1.4,  5.1 

Taxes,  X  4.33^.39  _ 

Emplo3rment  agencies.  State,  XXV  1.2 
Estate  taxes,  X  4.31 

Ethyl  alcohol,  undenatured,  carriers, 
X  4.159 

Exchanges,  securities,  X  4.45-4.47;  XXVI 
1.1-1.3 

Excise  taxes,  X  4.40-4.305 
^ecutors  of  estates  or  other  legal  rep¬ 
resentatives  of  decedents,  X  4.21,  4.31 
Explosives,  vessels  storing  or  carrying, 
X  9.9,  9.12-9.15;  XXTV  1.1 
Export  licensees,  n  2.4-2.7 
Export  programs: 

Cotton,  1 7.14 
Feed  grain,  1 7.15 
Rice,  1 7.12 

'  Wheat  and  wheat  flour,  1 7.13 
Exporters: 

Arms,  ammunition,  implements  of  war, 
1X1.2 

Coin  or  currency  VI  2.1 
Cotton  products,  1 7.14 
Denatured  rum,  X  4.176 
Diesel  fuel,  X  4.103 
Drugs,  X  7.2, 7.3 
Excise  taxes,  X  4.100,  4.102 
Feed  grain,  1 7.15 
Firearms,  X  4.301 
General,  n  2.1-2.8 
Grain,  feed,  1 7.15 

Munitions  List,  United  States,  articles, 
1X1.2 

Narcotics,  X  7.2,  7.3 
Pistols  and  revolvers,  X  4.301 
Poultry  and  poultry  products,  1 3.26 
Rice,  1 7.12 
Stills,  X  4.169 

Surplus  agricultural  commodities,  n 
2.3 

Wheat  and  wheat  flour,  I  7.13;  X  3.13 
Express  companies,  XXiil  1.5 

F 

Fabrics,  flammable  quality,  XEX  1.4-1.6 
Fair  Labor  Standards  Act  of  1938: 

Child  labor  provisions,  vn  1.3, 1.5 
Contracts  for  federally  financed  and 
assisted  constructions,  Vn  1.2 
Employers  of  apprentices  and  learners, 
vn  5.4,  5.6 

Employers  subject  to,  vn  1.2,  1.3,  1.5, 
5.3,  5.4,  5.6,  5.8 

State  agencies  assisting  Department  of 
Labor  in  administering,  vn  1.4,  5.1 
Fair  wage  rates  imder  the  Sugar  Act. 
I  6.32-6.33 

Farm  equipment  and  facilities  group 
services,  1 8.2 
Farm  Ownership : 

Borrowers.  1 8.1 
Renters.  1 8.3 

Farm  training  for  veterans,  XXVn  1.5 
Farmers: 

Alaskan  fur,  I  4.4 

Claiming  credit  or  refund  for  gasoline 
used  for  farming  purposes,  X  4.98 
Crop  insurance,  I  9.1 
Group  services,  I  8.2 
Income  tax,  X  4.1 

Tobacco  farmers'  agents  and  coopera* 
'  tive  associations,  X  4.296 
Farmers  Home  Administration,  l'8.1-8.4 
Farms,  dairy,  IV  2.10 
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Federal  aid  i>rojeet6  and  programs: 
Oonstruction  at  hoQJitals  and  medical 
facilities.  IV  3^,  3.4.  3.8 
Ccmstruction  of  research  facilities, 
IV  3.7 

Contractors  and  subcontractors.  VII 

1.1.  1.2 

Educational  agencies  receiving  Fed¬ 
eral  funds: 

Private  non-profit  schools,  IV  1.8 
State  and  local.  IV  1.2-1.3.  1.5-1.7 
Employers  on  construction  projects, 

•  Vn  1.1,  1.2 

Health.  IV  3.1,  3.2,  3.9 
Health,  public,  schools.  IV  3.8 
State  highway  departments,  n  4.1 
Federal  Aviation  Agency,  XIV 
Federal  Civil  Defense  Administration 
plans  tot  financial  contributions  to 
States  for  personnel  and  administra¬ 
tive  expenses.  XX  1.6 
Federal  Coal  Mine  Safety  Act,  V  7.1 
Federal  Ccxnmunications  Commission, 

XV 

Federal  Credit  Unions.  IV  4.1-4.4 
Federal  Credit  Unions.  Bureau  of,  IV 
4.1^.4 

Federal  Crop  Insurance  Corporation, 
I  9.1 

Federal  Deposit  Insurance  Corporation, 

XVI 

Federal  Home  Loan  Bank  Board,  XVH 
Federal  Housing  Administration.  XXll 

2.1-2.9 

Federal  Insurance  Contributions  Act.  X 
«  4.34 

Federal  Power  Commission.  XVJH 
Federal  savings  and  loan  associations, 
XVn,  1.1-1.3 

Federal  Savings  and  Loan  Insurance 
Corporation,  XVII  1.4-1.6 

Federal  Seed  Act,  1 3.49-3.52 _  , 

Federal  Trade  Commission,  XIX 
Federal  Un^ployment  Tax  Act.  X  4.36 
Peed: 

Dealers  selling  surplus  feed  grains  or 
mixed  feed  under  Emergency  Feed 
Program,  1 7.10 
Exporters  of  feed  grain,  1 7.15 
State  agencies  distributing  feed  grain 
under  Disaster  Relief  programs,  I 
7.11 

Feed  Grain  Export  Program,  I  7.15 
Fertilizer  manufacturers,  X  3.10 
Figs,  dried;  marketing  orders.  1 3.7 
Filberts;  marketing  orders,  1 3.11 
Filled  cheese: 

Manufacturers,  X  4.89, 4.112 
Tafes,  X  4.89-4.90 
Wholesalers,  X  4.90  ^ 

Firearms: 

Dealers.  X  4.302, 4.304-4.305 
Exporters,  X  4.301 
Importers,  X  4.304-4.305 
Manufacturers,  X  4.301-4.302,  4.304- 
4.305 

Sale  of,  X  4.300-4.302 
Taxes,  X  4.300-4.305 
Transfer  of,  X  4.303 
Firebrick  manufacturers,  X  3.11 
Fish  and  Wildlife  Service.  V  2.1-2.8 
Fisheries  loan  fund  a];H>licants,  V  2.8 
Fishing  trades  and  industry,  vocational 
education  in,  IV  1.3 

Fishing  vessels  holding  Pacific  halibut 
fisheries  license  or  pehnit,  V  5.1 
Plve  Civilized  Tribes,  Oklahoma;  mining 
lands,  V  4.10 

Flammable  fabrics  manufacturers,  XIX 
1.4-1.6 


Flavoring  extracts  manufacturers  or 
producers,  X  3.16 
Flax  crop  insurance,  1 9.1 
Flight  instruction;  lighter-than-air  pi¬ 
lots.  XIV  1.14 

Flight  instructors,  XTV  1.12 
Flight  test  applicants  under  Civil  Air 
Regiilations,  XTV  1.8 
Food: 

See  also  specific  food 
Distribution  programs.  1 3.23-3.25 
Processing,  labeling,  and  shipping,  IV 
2.1 

Seafood  packers,  IV  2.5 
Food  and  Drug  Administration,  IV  2.1- 
2.10 

Footballs,  basketballs,  soccer  balls,  and 
medicine  balls  manufacturers,  X  3.4 
Footwear  manufacturers,  X  3.1 
Foreign  agents,  VI  1.1,  1.- 
Foreign  Agricultural  Service,  1 1.1 
Foreign  assets;  persons  engaged  in  con¬ 
trolled  transactions.  VI  2.1;  X  5.1 

Foreign  Assets  Control,  X  5.1  _ 

Foreign  civil  aircraft  operators.  XII  1.6 
Foreign  Commerce,  Bureau  of,  n  2.1-2.8 
Foreign  credit  transfers,  persons  en¬ 
gaged  in,  VI  2.1 

Foreign  exchange  transactions,  persons 
engaged  in,  VI  2.1 
Foreign  income  taxes,  X  4.11 
Foreign  insurance  policies.  X  4.48-4.49 
Foreign  language  instructions  (modem) , 
financial  assistance: 

Private  non-profit  elementary  and 
secondary  schools,  IV  1.8 
State  and  local  educational  agencies, 
IV  1.5 

Foreign  repair  stations  for  aircraft  and 
appliances.  XTV  1.43 
Foreign  trade  zone  grantees,  n  2.8 
Foreign  Trade  Zones  Board,  n  2.8 
Freight  forwarders,  XII  1.8;  XXllI  1.13 
Fruit: 

Crop  insurance,  I  9.1 
DistiUeries,  X  4.117,  4.163,  4.196- 
4.209,  4.272,  4.275,  4.280 
Diversion  programs.  I  3.20 
Marketing  orders,  I  3.1-3.19 
Perishable  Agricultural  Commodities 
Act  of  1930,  I  3.22 
Shippers.  I  3.19 
Fur: 

Alaskan  fur  farmers.  I  4.4  _ 

Manufacturers  and  dealers,  XIX  1.2, 
1.3 

Futures: 

Commission  merchants,  I  5.1-5.11 
Taxes  on  sale  of  cotton  for  future 
delivery,  X  4.42 

G 

Gambling  devices;  manufacturers  and 
dealers,  VI  1.3 
Game  birds.  V  2.1 
Gas  and  oil: 

See  also  Petroleum  and  petroleum 
products 

Depletion  of  natural  gas  property, 
X4.3 

Lessees  on  federally  owned  and  re¬ 
stricted  Indian  lands,  V  3.2,  3.9 
Mining: 

Osage  Reservation,  V  4.13 
Wind  River  Indian  Reservation,  Wy¬ 
oming,  V  4.14 

Natural  gas  companies.  Xvui  1.2 
Pipeline  operators  with  rights-of-way 
over  Indian  lands,  V  4.6  ' 


Gasoline: 

See  also  Petroleum  and  petroleum 
products 

Persons  liable  for  fioor  stocks  tax,  X 
4.99, 4.108 
Taxes,  X  4.97-4.99 
Use  and  sale  of,  X  4.97 
Used  for  certain  nonhighway  or  farm¬ 
ing  purposes,  persons  claiming  credit 

or  refund  for,  X  4.98  _ 

General  Accounting  Office,  XX  x 
General  agents;  shipping  companies,  n 

3.1-3.9 

General  Services  Administration,  XXI 
Geological  Survey,  V  3. 1-3 .9 
George-Barden  Act;  State  and  local 
agencies  receiving  financial  assistance 
for  vocational  education  under,  IV  1.3 
Gift  taxes,  X  4.10, 4.32 
Ginners,  cotton,  1 6.1,  6.5, 6.7, 6.11 
Gloves  and  mittens  industiy,  vn  5.11- 
5.12 
Gold: 

Importers  of  gold-bearing  materials, 
X6.2 

Persons  authorized  to  acquire,  hold, 
process,  and  dispKxse  of  gold.  X  6.1 
Graders;  agricultural  commodities,  1 3.45 
Grain: 

Dealers  selling  surplus  feed  grains  im- 
der  Emergency  Peed  Program,  1 7.10 
Exporters  of  feed  grain,  1 7.15 
Peed  Grain  Export  Program,  1 7.15 
State  agencies  distributing  feed  grain 
under  Disaster  Relief  programs,  I 
7.11 

Warehousing,  1 3.47 
Grain  sorghum  crop  insurance,  I  9.1 
Grapes;  marketing  orders.  I  3.19 
Growers,  seeds,  1 3.52 
Guidance  and  counseling  programs. 
State  and  local  educational  agencies, 
financial  assistance,  IV  1.7 

H 

Hair  or  wool; 

Manufacturers,  processors,  or  dealers, 
X  3.6-3.8 

Producers  of  mohair,  1 7.6 
Halibut; 

Dealers,  V  5.2 
Vessels  fishing  for.  V  5.1 
Handicapped  workers,  employers  of,  I 
6.33;  vn  5.9 

Handkerchief  manufacturing  industry, 
vn  5.11-5.12 

Harbor  workers,  employers  of,  vn  2.2, 
2.3 

Harness  or  saddlery  manufacturers,  X  3.2 
Hawaii: 

Air  carriers,  xn  1.2 

Health;  cooperating  health  agencies,  IV 

3.1-3.9 

Health,  Education,  and  Welfare  Depart¬ 
ment: 

'  See  Education,  Office  of 

Food  and  Drug  Administration 
Public  Health  Service 
Social  Security  Administration 
Helicopters  used  in  scheduled  interstate 
air  transportation,  XIV  1.36-1.38 
Heroin;  persons  surrendering  heroin  to 
Commissioner  of  Narcotics.  X  7.7 
Hides  and  skins,  India  water  buffalo;  im¬ 
porters.  X  3.3 

Highway  departments;  Federal  aid  proj¬ 
ects.  n  4.1 

Highway  motor  vehicles,  persons  subject 
to  tax  on  us^  of .  X  4.1 10 
Hog-cholera  virus,  1 4.2, 4.3 
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Home  economics,  vocational  education 
in.  IV  1.3 

Home  Loan  Bank  Board,  Federal,  XVn 
Homeworkers: 

Navajo,  Pueblo,  and  Hopi  Indian  Res¬ 
ervations,  Vn  5.13 

Puerto  Rico,  Vn  5.14-5.16,  5.41-5.42 
Various  industries,  Vn  5.11-5.16 
Virgin  Islands,  Vn  5.48-5.49 
Hong  Kong;  shipping  restrictions,  n  5.1 
Hopi  Indian  Reservation: 

Employers  of  homeworkers  making 
jewelry,  vn  5.13 
Traders,  V  4.15 
Hospitals: 

Construction  projects;  applicants  re¬ 
ceiving  Federal  funds,  IV  3.3,  3.4,  3.5 
Dispensing  or  administering  narcotic 
drugs,  X  4.69, 4.78 

Survey  projects;  applicants  receiving 
Federal  funds  for  hospital  and  med¬ 
ical  survey  projects,  IV  3.3,  3.4,  3.5 
Treating  Federal  employees,  Vn  2.1 
Housing: 

Applicants  for  exceptions  from  resi¬ 
dential  credit  restrictions,  XXII  1.2, 
1.3 

Building  and  loan  associations,  XVII 

1.2 

Contracts  for  loans  or  annual  contri¬ 
butions  under  United  States  Housing 
Act  of  1937,  XX  1.5 

Defense  housing,  XXn  1.2, 1.3  _ 

Investors  with  yield  insurance,  XXn 
2.7 

Lending  agencies,  XXn  2.1,  2.2,  2.3, 

2.6, 2.8 

Mortgagors  of  multifamily  housing, 
XXn  2.4-2.5,  2.9 

Multifamily  housing,  XXII  2.3-2.6,  2.8, 
2.9 

National  Housing  Act,  XXH  2.1-2.9 
Property  improvement  loans,  XXH  2.1, 
2.2 

Savings  and  loan  associations,  XVU 

1.1-1.6  _ 

Yield  insurance,  XXII  2.7 
Bousing  and  Home  Finance  Agency, 

xxn 

I 

Import  Certificates,  holders  and  execu¬ 
tors,  II  2.1, 2.2 

Import  quotas  under  the  Sugar  Act, 
I  6.29-6.33 
Importers: 

Arms,  ammunition,  firearms,  imple¬ 
ments  of  war,  IX  1.2;  X  4.304-4.305 
Automobile  tires,  X  4.109 
Bauxite,  X  3.11 
Beer,X  4.274 

Biological  products  or  arsenicals,  I  4.1 ; 

rV3.10 

Cigars  and  cigarettes,  X  4.288,  4.291 
Coca  leaves,  X  4.66,  7.1,  7.4 
Commodities  under  Import  Certifi¬ 
cates,  n  2.1,  2.2 
Dairy  products,  I  1.1 
Distilled  spirits.  X  4.113,  4.120,  4.123, 
•  4.273-4.274 

Drugs.  IV  2.6, 2.8 

Gold-bearing  materials  for  re-export 
of  refined  gold,  X  6.2 
Hides  and  skins  of  the  India  water 
buffalo.  X  3.3 
Leather.  X  3.1, 3.2, 3.4 
Limestone.  X  3.10 
Liquor  bottles,  X  4.123 
Liquors,  X  4.271^.272 
Munitions  List,  United  States,  articles, 
IX  1.2 


Importers — Continued 
Narcotics.  X  4.60, 4.64-4.65, 7.1. 7.4 
Opium.  X  4.66,7.1 
Patna  lice,  X  3.5 
Playing  cards.  X  4.91-4.92 
Rapeseed  oil,  X  3.9 

Red  strip  stamps  for  distilled  spirits, 
X  4.273 

Sugar,  1 6.29, 6.31 
Tobacco.  X  4.288, 4.290, 4.292 
Tread  rubber.  X  4.109 
Wheat.  X  3.13 
Wines.  X  4.274 

Incentive  Payment  Program  for  Shorn 
Wool;  producers  participating,  I  7.8 

Income  taxes: 

Annual  accounting  period,  change  in, 
X4.13 

Credit  for  taxes  paid  to  foreign  coun¬ 
tries  and  U.S.  possessions.  X  4.11 
Employees  travel  and  business  ex¬ 
penses,  X  4.17 
General.  X  4.1-4.29 

Installment  accounting  method.  X  4.16 
Lifo  inventories,  liquidation  and  re¬ 
placement  of,  X  4.15 
Western  Hemisphere  trade  corpora¬ 
tions,  X  4.29 

Withholding  tax  on  nonresident  aliens, 
foreign  corporations,  and  tax-free 
covenant  bonds,  X  4.39 
Withholding  tax  on  wages,  X  4.37,  4.38 

India  water  buffalo  hides  and  skins  im¬ 
porters,  X  3.3 

Indian  Affairs.  Bureau  of.  V  4.1-4.15 

Indian  lands: 

Corporations,  unincorporated'  tribes 
and  bands,  and  credit  and  coopera¬ 
tive  associations,  V  4.2-4.3 
Crow  Indian  Reservation.  Montana; 

lessees  of  lands  in,  for  mining,  V  4.9 
Employers  of  industrial  homeworkers 
in  Navajo,  Pueblo,  and  Hopi  Indian 
Reservations,  VII  5.13 
Five  Civilized  Tribes,  lessees  of  re¬ 
stricted  lands  of  members  of,  for 
mining,  V  4.10 
General.  V  4.1-4.15 
Mining  lessees,  V  4.7-4.14 
Oil  and  gas  lessees.  V  3.2 
Osage  Reservation;  lessees  of  reserva¬ 
tion  lands  for  mining,  V  4.11, 4.13 
Quapaw  Agency,  lands  under  jurisdic¬ 
tion  of ;  lead  and  zinc  mining,  V  4.12 
Rights-of-way  over  Indian  lands; 

pipeline  operates,  V  4.6 
Wind  River  Indian  Reservation,  Wyo¬ 
ming;  lessees  of  lands  in,  for  min¬ 
ing,  V  4.14 

Industrial  alcohol  plants,  bonded  ware¬ 
houses.  or  denaturing  plants,  X  4.116, 
4.118,  4.124-4.147,  4.163,  4.272,  4.275, 
4.277 

Inflammable  or  combustible  cargoes,  ves¬ 
sels  towing  or  transix>rting,-  X  9.1,  9.3, 
9.12-9.15 

Inspectors;  agricultural  commodities, 
I  3.45 

Institutions: 

Cooperating  with  agricultural  com- 
.  modity  distribution  programs,  I 
3.24-3.25 

Dispensing  or  administering  drugs,  X 
4.69 

Employing  student-workers  as  learn¬ 
ers,  vn  5.10 

Engaged  in  experimental  wine  opera¬ 
tions,  X  4.238 

Furnishing  educational  or  training 
courses  to  veterans,  XXVII  1.1-1.5 


Institutions — Continued 
Receiving  grants  for  construction  of 
research  facilities,  IV  3.7 
Receiving  grants  for  National  Insti¬ 
tutes  of  Health  training,  IV  3.9 
War  orphans  educational  assistance 
enroUees,  XXVn  1.7-1 .9 
Instruction  courses: 

Aircraft  mechanic,  XIV  1.44 
Airman,  XIV  1.40 
Flight  navigator,  XIV  1.17 
Flight  radio  operator,  XTV  1.16 
Lighter-than-air  pilots.  XIV  1.14 
Instructors,  fiight,  XIV  1.12 
Instrument  landing  system  facilities 
owners,  civil  airway,  XTV  1.47 
Insulin  distributors,  IV  2.9 
Insurance  companies.  See  Housing 
Insurance,  crop,  1 9.1 
Interior,  Department  of  the: 

.See  Fish  and  Wildlife  Service 
Geological  Survey 
Indian  Affairs.  Bureau  of 
Interior,  Office  of  the  Secretary 
of  the 

International  Pacific  Halibut 
Commission 

International  Whaling  Commis¬ 
sion 

Mines,  Bureau  of 
National  Park  Service 
Interior.  Office  of  the  Secretary  of  the, 
Vl.l 

Internal  Revenue  Service.  X  4.1-4.305 
International  Finance,  Office  of,  X  5.1 
International  freight  forwarders,  xn  1.8 
International  Pacific  Halibut  Commis¬ 
sion.  V  5. 1-5.2 

International  Whaling  Commission.  V  6.1 
International  Wheat  Agreement,  •  ex¬ 
porters  under,  1 7.13 

Interstate  Commerce  Commission,  xxin 
Interstate  toll  bridges,  in  3.2,  3.3 
Investment  companies,  X  4.27;  XXVI  1.6, 
1.7 

See  also  Banks  and  banking  institu¬ 
tions;  and  Housing  _ 

Investors;  yield  insurance.  XXil  2.7 
Iron;  defense  materials  regulations, 
ni.5 

Isopropyl  alcohol,  manufacturers  using, 
X  4.154 

J 

Jewelry: 

Hand-fashioned  Indian,  vn  5.13 
Manufacturing  Industry,  vn  5.11-5.12 
Joint  apprenticeship  committees,  vn  5.5 
Justice  Department,  VI 

K 

Klamath  Tribal  Loan  Board,  V  4.4,  4.5 
Knitted  outerwear  industry,  VH  5.11-5.12 

L 

Labor  Department: 

See  Employees’  Compensation,  Bureau 
of  Labor,  Office  of  the  Secretary 
of  Labor-Management  Reports, 
Bureau  of  Public  Contracts,  Divi¬ 
sion  of  Wage  and  Hour  Division 
Labor-Management  Reporting  and  Dis¬ 
closure  Act  of  1959,  vn  3.1-3.6 
Labor-Management  Reports.  Bureau  of, 
vn  3.1-3.6 

Labor,  Office  of  the  Secretary  of,  VII  1.1- 
1.6 

Labm*  organizations,  vn  3.1,  3.3,  3.4 
Labor  organizations  secretaries  and  elec¬ 
tion  officials,  vn  3.5,  3.6 
Labor  relations  consultants,  vn  3.2 
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Laboratories: 

Transferring  and  receiving  narcotic 
drugs  for  chemical  or  pharmacologi¬ 
cal  tests.  X  4.72.  4.82 
Using  nar(K>tics.  X  4.58,  4.71 
Lacquer  thinners,  producers  and  users 
of.  X  4.152 

Lamb  and  yearling  producers.  I  7.9 
Land  transportation  facilities;  radio  sta¬ 
tions  and  carriers.  XV  1.17,  1.19,  1.21, 
1.26 

Landing  systems,  civil  airways.  XIV  1.46- 
1.47 

Lead  and  zinc  mining  on  Quapaw  Agency 
lands.  V  4.12 

Learners,  employers  of.  Vn  4.7,  5.6,  5.10 
Leather  importers,  X  3.1,  3.2,  3.4 
Legal  r^resentatives  of  decedents,  X  4.21 
Lemons: 

See  also  Fruit 
Marketing  orders.  1 3.6 
Lending  agencies: 

See  also  Housing;  and  Banks  and 

banking  institutions  _ 

For  multifamily  housing,  XXn  2.3, 

2.6, 2.8 

Property  improvement  loans,  XXII 

2.1, 2.2 

Library  Services  Act.  State  and  local 
agencies  participating  in  program  un¬ 
der,  IV  1.4 
limes: 

See  also  Fruit 
Marketing  orders.  1 3.12 
Limestone  importers.  X  3.10 
Liquor  bottles  and  containers: 

'  See  also  Bottlers;  and  Bottling  houses 
Manufacturers,  importers,  and  con¬ 
signors,  X  4.121-4.123 
Liquors: 

Dealers.  X  4.160, 4.162,4.164-4.166 
Taxes.  X  4.113-4.282 
Livestock  associations.  State,  I  3.36,  3.37 
Livestock  and  poultry,  I  3.30-3.37 
Loans: 

Contracts  for  loans  imder  United 
States  Housing  Act  of  1937,  XX  1.5 
Farm  Ownership,  1 8.1 
Holders  of  VA  guaranteed  or  insured 
loans.  XXVn  1.10,  1.11 
Holders  luider  the  Refugee  Relief  Act 

of  1953,  X  1.1  _ 

Property  improvement  loans,  XXII  2.1 
Watershed,  1 8.4 

Local  public  agencies;  slum  clearance 
and  urban  renewal  projects,  XXn  1.1 
Locker  plant  operators.  V  2.1 
Longshoremen,  employers  of,  Vn  2.2,  2.3 
Longshoremen’s  and  Harbor  Workers’ 
Compensation  Act,  vn  2.2, 2.3 
Louisiana: 

Persons  authorized  to  kill  depredating 
purple  gallinules,  V  2.5 
Petroleum  regulations  of  the  Office  of 
Oil  and  Oas,  Interior  Department,  V 
3.3-3.7 

Lubricating  oil: 

Manufacturers  and  processors  of,  X  3.9 
Use  and  sale  of,  X  4.97 

M 

Macao;  shipping  restrictions,  n  5.1 
Machines  and  machinery;  defense  mate¬ 
rials  regulations  for  metalworking  ma¬ 
chines — delivery  and  construction  ma¬ 
chinery — distribution,  n  1.5 
Mail,  vm  1.1-1.3 

Manganese  ore  purchase  program  par¬ 
ticipants,  XXI  1.2 


Manufacturers  and  processors: 

Aircraft  and  related  equipment,  XIV 
1.2-1.4,  1.6-1.7,  1.10,  1.48;  Supp.  U 
Antibiotic  drugs,  IV  2.7 
Antifreeze  solutions,  X  4.149 
Arms,  ammunition,  and  implements 
of  war,  IX  1.2 
Arsenicals,  IV  3.10 

Articles  entitled  to  drawback,  X  3.14- 
3.16 

Articles  exempt  from  tax,  X  4.100- 
4.101,  4.112 

Articles  subject  to  tax,  X  4.100 
Automobile  tires,  X  4.109 
Biological  products,  I  4.1;  IV  3.10 
Blood,  whole,  processors,  IV  3.11 
Butter,  adulterated  and  process  or 
renovated,  X  4.94 
Canned  soups,  X  3.5 
Cigarette '  papers  and  tubes,  X  4.283, 
4.298-4.299 

Cigars  and  cigarettes,  X  4.287-4.288, 
4.291,  4.293,  4.298 
Coal-tar  color,  IV  2.4 
Coconut  and  other  vegetable  oils, 
X  4.93 

Cosmetics  processors,  IV  2.3 
Cotton.  I  6.5,  6.11 
Dairy  products,  I  3.28 
Denatured  alcohol  used,  stored,  or  re¬ 
ceived  by.  X  4.148,  4.154-4.156,  4.158 
Distilled  spirits,  persons  disposing  ma¬ 
terials  used  in  manufacture  of, 
X  4.119 

Drug  processors,  IV  2.2 
Equipment  for  use  on  merchant  ves¬ 
sels,  X  9.17 

Excise  taxes  and  exemptions,  X  4.100- 
4.101 

Exporters,  X  4.301 

Fertilizer,  X  3.10 

Filled  cheese.  X  4.89. 4.112 

Firearms.  X  4.301-4.302, 4.304-4.305 

Firebrick,  X  3.11  _ 

Flammable  fabrics,  XTX  1.4-1.6 
Flavoring  extracts,  X  3.16 
Food  processors,  IV  2.1 
Footballs,  bcuketballs,  soccer  baUs,  or 
medicine  balls,  X  3.4 
Footwear,  X  3  Jl 
Fur  products,  XIX  1.2 
Gambling  devices,  VI  1.3 
Hair  products,  X  3.6-3.8 
Harness,  X  3.2 

Isopropyl  alcohol  used  by,  X  4.154  - 
Liquor  bottles  and  containers,  X  4.122, 
4.123 

Lubricating  oil.  X  3.9 
Matches,  white  phosphorus,  X  4.88 
Materials  for  use  on  merchant  vessels, 
X9.17 

Medicinal  preparations,  X  3.16 
Munitions  List,  United  States,  articles, 
1X1.2 

Narcotics,  X  4.57-4.87,  7.6 
Nonbeverage  products,  X  4.17(M.171 
Opium,  X  4.57, 4.66, 7.6 
Perfumery,  X  3.16 
Pistols  and  revolvers,  X  4.301 
Playing  cards,  X  4.112 
Postage  meters,  vm  1.2 
Poultry  processors.  1 3.27 
Radio  receivers,  XV  1.24 
Rawhide  articles,  X  3.3  ^ 

Rice.  1 6.28 

Rubber  substitutes,  X  3.9 
Saddlery.  X  3.2 

Sales  taxes  and  exemptions,  X  4.100^ 
4.101 


Manufacturers  and  processors — Con. 
Stills.  X  4.168 
Sugar.  1 6.31;  X  4.96 
Textile  fiber  products,  XIX  1.7 
Tobacco  and  tobacco  products,  I  6.13, 
6.15,  6.19,  6.23;  X  4.286-4.295,  4.298- 
4.299 

Toilet  preparations.  X  3.16, 4.153, 4.158 
’Tread  rubber,  X  4.109 
Vegetable  oils.  X  4.93 
Vinegar,  X  4.167 
Wheat  processors,  1 6.24 
Wool  products.  X  3.6-3.8;  XIX  1.1 
Marihuana: 

See  also  Drugs;  and  Narcotics 
Applicants  for  registry,  X  4.76 
Business  discontinued,  X  4.86 
Dealers,  X  4.79 

Lost  or  destroyed,  persons  required  to 
make  statements  with  respect  to, 
X  4.85 

Medical  practitioners  dispensing  or 
administering,  X  4.78 
Millers  processing  Cannabis  sativa  L 
plants,  X  4.83 

Persons  registered  to  obtain  mari¬ 
huana  for  laboratory  use,  X  4.82 
Registrants  disposing  of  excess  or  un¬ 
desirable  marihuana,  X  4.87 
Taxes,  X  4.76-4.87 

Transferors  and  transferees,  X  4.77, 
4.80 

Marihuana  Tax  Act  of  1937,  X  4.76-4.87 
Marine  academies.  H  3.28 
Marine  casualties,  X  9.2,  9.8 
Maritime  Administration,  H  3.1-3.28 
Maritime  employers,  Vn  1.6 
Maritime  protection  and  indemnity  in¬ 
surance;  insured  vessels,  H  3.5 
Marketing  associations  and  agencies. 

See  Cooperative  associations,  etc. 
Marketing  orders: 

Almonds,  apricots,  cherries,  cucum¬ 
bers.  dates,  dried  figs,  filberts,  fruits 
and  vegetables,  lemons,  limes,  nec¬ 
tarines,  onions,  potatoes,  prunes, 
raisins,  tomatoes,  and  walnuts,  I 
3.1-3.19 

Dairy  products,  I  3.29 
Blarketing  quotas: 

Cotton,  I  6.1-6.12 
Peanuts,  I  6.25-6.27 
Rice.  I  6.28 
Tobacco,  I  6.13-6.23  , 

Wheat,  I  6.24 

Masters,  vessels.  See  Vessels 
Matches: 

Manufacturers,  X  4.88 
Taxes,  X  4.88,  4.97 

Mathematics  instruction,  financial  as¬ 
sistance: 

Private  nonprofit  elementary  and  sec¬ 
ondary  schools,  IV  1.8 
State  and  local  educational  agencies, 
IV  1.5 

Medical  facilities  and  hospital  survey 
and  construction  projects;  applicants 
receiving  Federal  funds,  IV  3.3,  3.4,  3.5 
Medical  practitioners.  See  Physicians 
Medicinal  preparations  manufacturers 
and  producers,  X  3.16 
Medicine  balls;  manufacturers,  X  3.4 
Merchandisers;  persons  whose  income  is 
derived  from  production,  purchase,  or 
sale  of  merchandise,  X  4.2 
•  Mercury  pmchase  program  participants, 
XXI  1.2 

Metalworking  and  construction  machin¬ 
ery;  defense  materials  regulations,  H 
1.5.. 
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Iifica  purchase  program  participants, 
XXI  1.2 

Migratory  birds,  V  2,l-2.5 
Milk  and  milk  products: 

See  also  Dairy  products 
Dairy  farms  or  plants  pasteurizing 
milk  or  cream  for  shipment.  IV  2.10 
Handlers,  1 3.29 
Special  Milk  Program,  1 3.24 
Blineral  lands;  Indian  lands  lessees,  V 
4.7-4.14 

Mineral  property;  depreciation  and  de* 
pletion,  X  4.4 
Minerals  and  metals: 

Mining.  See  Mines 
Strategic  and  critical  minerals  and 
metals;  purchase  program  partici> 
pants,  XXI  1.2-1.3 
Mines: 

Coal,  V  3.1, 7.1 
Lead  and  zinc,  V  4.12 
On  Indian  lands,  V  4.7-4.14 
Ore,  V  3.8 

Mines,  Bureau  of,  V  7.1 
Mint,  Bureau  of  the,  X  6.1-6.3 
Mohair  producers.  1 7.5 
Montana;  Indian  lands,  V  4.9 
Mortgagors.  See  Housing 
Motion  pictures;  permittees  filming  mo¬ 
tion  pictures  on  areas  under  jiirisdic- 
tion  of  the  Department  of  Interior.  V 
1.1 

Motor  carriers: 

Brokers  for.  XXm  1.10 

Class  I,  XXm  1.11 _ 

Other  than  Class  I,  AXill  1.9 _ 

Rate-making  organizations,  XXIII  1.8 
Municipalities;  acquiring  or  construct¬ 
ing  interstate  toll  bridges,  m  3.3 
Munitions  List,  United  States;  manufac¬ 
turers,  importers,  and  exporters  of  ar¬ 
ticles.  LX  1.2 

Mutual  service  and  subsidiary  service 
companies,  XXVI  1.4 

N 

Narcotics: 

See  also  Marihuana;  and  Opium 
Business  discontinued,  X  4.74 
Compounders,  dealers,  importers, 
manufacturers,  producers,  vendees, 
vendors,  and  wholesalers,  X  4.57- 
4.87 

Dispensers,  X  4.68 
Drugs.  X  4.57-4.87 
Exporters,  X  7.2, 7.3 
General,  X  4.57-4.87, 7.1-7.7 
Heroin,  surrender  of,  to  Commissioner 
of  Narcotics.  X  7.7 
Importers,  X  4.64-4.65;  7.1, 7.4 
Laboratories,  X  4.71 
Lost,  X  4.73 

Manufacturers,  producers,  compound¬ 
ers.  and  vendors.  X  4.64,  7.5, 7.6 
Medical  practitioners  dispensing  or 
administering,  X  4.69 
Orders  for,  from  qualified  dealers  or 
practitioners  in  the  Virgin  Islands, 
X  4.64 

Persons  using  or  receiving  narcotic 
drugs.  X  4.58, 4.61-4.63 
Prescriptions,  X  4.68, 4.79 
Registrants  disposing  of  excess  or  un¬ 
desired  narcotics.  X  4.75 
Transferees  and  transferors  of,  X  4.72  ' 
Wholesalers,  X  4.59, 4.60, 4.64-4.65, 4.67 
Narcotics,  Bureau  of,  X  7.1-7.7 
National  banking  associations,  X  2.3 
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National  banks: 

Acting  as  insurance  ^agents  and  as 
brokers  or  agents  for  loans  on  real 
estate,  X  2.1 

Certificates  executed  under  Exception 
13ofR.S.  5200.x  2.4 
Exercising  trust  powers,  X  2.2  ' 

National  Defense  Education  Act,  partici¬ 
pation  in  programs  under: 

Private  nonprofit  elementary  and 
secondary  schools,  IV  1.8 
State  and  local  agencies,  IV  1.5-1.7 
National  Housing  Act  of  1934.  XXTI  2.1- 
2.9 

National  Institutes  of  Health  training; 
institutions  receiving  Federal  grants, 
IV  3.9 

National  park  concessioners,  V  8.1 
National  Park  Service,  V  8.1 
Natural  gas  companies.  XVm  1.2 
Natural  gas  property  depletion.  X  4.3 
Nautical  school  ships;  marine  casualties, 
X9.8 

Navajo  Indian  Reservation: 

Employers  of  homeworkers  in  making 
jewelry,  vn  5.13 
Traders,  V  4.15 
Naval  stores: 

Producers  of  gum  naval  stores  from 
turpentine  trees,  1 2.2 
Turpentine  and  rosin  processors,  I 
3.58 

Naval  Stores  Act  of  1923, 1 3.58  ' 

Navy;  contractors,  m  1.1-1.35;  X  4.20 
Nectarines;  marketing  orders,  I  3.3 
New  Mexico;  petroleum  regiilations  of 
the  Office  of  Oil  and  Gas.  Interior  De¬ 
partment,  V  3.3-3 .7 

Nickel  alloys;  defense  materials  regula¬ 
tions,  n  1.8 

Nonbeverage  products  manufacturers,  X 
4.170-4.171 

North  Korea;  shipping  restrictions,'  n 
5.1 

Nuclear  material;  licensees  receiving, 
possessing,  using,  or  transferring  spe¬ 
cial  nuclear  material  or  byproduct  or 
"  source  material.  XI  1.2, 1.7 
Nursing,  practical,  vocational  education 
in,  rv  1.3 

Nuts;  marketing  orders,  I  3.1,  3.2,  3.8, 
3.11 

O 

Oats;  crop  insurance,  I  9.1 
Oil  and  gas: 

See  also  Petrolemn  and  petroleum 
products 

Lessees  on  federally  owned  and  re¬ 
stricted  Indian  lands.  V  3.2;  3.9 
Mining: 

Osage  Reservation,  V  4.13 
Wind  River  Indian  Reservation, 
Wyoming,  V  4.14 

Pipeline  operators  with  rights-of-way 
over  Indian  lands.  V  4.6 
Oils: 

Coconut  and  other  vegetable  oils; 

processors,  X  4.93 
Cutting  oU.X  4.111 
Diesel  fuel.  X  4.103-4.104 
Lubricating.  X  3.9, 4.97 
Nonlubricating  oil,  X  4.111 
Rapeseed  oil;  importers.  X  3.9 
Oklahoma;  Indian  lands,  V  4.10, 4.11 
Old-age  and  survivors  insurance.  IV  4.5 
Old-Age  and  Survivors  Insurance,  Bu¬ 
reau  of,  IV  4.5 
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Onions;  marketing  orders,  1 3.15 
Operating-differential  sul^dized  vessels; 

operators  and  contractors,  n  3.12-3.19 
Opium: 

See  also  Drugs;  and  Narcotics 
Importers,  X  4.66,  7.1 
Manufacturers,  X  4.57, 7.6 
Opium  poppies,  producers  of,  X  7.5 
Withdrawal  of.  X  4.66 
Oranges: 

See  also  Fruit 
Crop  insurance,  1 9.1 

Ores;  strategic  and  critical  minerals  and 
metals,  purchase  program  partici¬ 
pants,  XXI  1.2-1.3 
Organizations: 

Collecting  tax  on  dues  or  initiation 
fees.  X  4.41 

Tax  exempt,  X  4.1, 4.18 
Osage  Reservation;  mining,  V  4.11,  4.13 
Oysters;  packers  of  canned  oysters,  IV 
2.5 

P 

Pacific  Halibut  Commission,  mtema- 
tional,  V  5.1-5.2 
Packers: 

Dairy  products,  1 3.28 
Oysters,  LV  2.5 
Shrimp,  IV  2.5 

Packers  and  Stockyards  Act.  1921, 1 3.30- 
3.37 

Panama  Canal  Company  and  Canal 
Zone  Government,  XXiV 
Parachute  loft  certifications,  XIV  1.45 
Parachute  riggers,  XIV  1.15 
Patna  rice  importers.  X  3.5 
Pawnbrokers,  X  4.304-4.305 
Pa3nnent  programs : 

Incentive  Payment  Program  for  Shorn 
Wool,  1 7.8 

Lamb  and  yearlings  (pulled  wool) ,  1 7.9 
Mohair,  1 7.5  ^ 

Shorn  wool,  1 7.8  ^ 

Wheat  and  wheat  flour.  1 7.13 
Peaches;  crop  insurance,  1 9.1 
Peanuts: 

Buyers.  1 6.26 

Marlceting  quotas,  1 6.25-6.27 
Price  support  program,  1 7.4 
Producers,  1 6.25 
Shellers,  1 6.27, 7.4 
Pears;  marketing  orders.  1 3.19 
Perfumery  manufacturers  and  producers, 
X3.16 

Perishable  Agricultural  Commodities  Act 
of  1930  (fruits  and  vegetables) ,  I  3.22 
Petroleum  and  petroleum  products: 
Carriers,  X  4.52  , 

Pipelines,  V  3.6 

Producers,  purchasers,  refiners,  stor- 
ers,  shippers,  consignors,  etc.,  V  3.3, 
3.4 

Reclamation  plants.  V  3.5 
'  Transporting  agencies,  V  3.7 
Physicians: 

Dispensing,  administering,  or  dis¬ 
tributing  narcotic  drugs,  X  4.58, 
4.69-4.70, 4.78 

Treating  Federal  employees,  vn  2.1 
Picking  establishments  operators  re¬ 
ceiving,  possessing,  or  having  custody 
of  migratory  game  birds.  V  2.1 
Pilot,  aircraft,  certificate  applicants, 
XIV  1.11 

PUots,  aircraft,  xn  1.9;  XIV  1.13,  1.14; 
Supp.  n 
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Pipelines:  _ 

Interstate  commerce,  XXIII  1.9 
Operators  with  rights-of-way  over  In¬ 
dian  lands.  V  4.6 

Petroleum  and  petroleum  products,  V 
3.6;  X  4.52 

Pistols  and  revolvers: 

See  olso  Firearms 
Exporters,  X  4.301 
Manufacturers,  X  4.301 
Sale  of.  X  4.300-4.301 
Plasring  cards: 

Importers.  X  4.91-4.92 
Manufacturers.  X  4.112 
Post  Office  Department,  vm 
Postage  meters: 

Licensees.  Vm  1.1 
Manufacturers,  vm  1.2 
Potash  mining  lessees.  V  3.8 
Potatoes: 

Diverters  of  Irish  potatoes,  I  3.21 
Marketing  orders,  1 3.4, 3.19 
Poultry.  1 3.26. 3.27, 3.30-3.37 
Practic^  nursing,  vocational  education 
in,  IV  1.3 

Practitioners.  See  Physicians 
Prescriptions  for  narcotics.  X  4.68, 4.79 
Price  support  programs;  agricultural 
c<»nmodities.  1 7.1-7 .9 
Priorities  and  Allocations  System  be¬ 
tween  Canada  and  the  United  States, 
ni.i 

Processors.  See '  Manufacturers  and 
processors 
Producers: 

Articles  entitled  to  drawback,  X  3.14- 
3  16 

Cotton,  1 6.6, 6.12 
Flavoring  extracts,  X  3.16 
Oum  naval  stores,  1 2.2 
Lacquer  thinners,  X  4.152 
Lambs  and  yearlings,  I  7.9 
Medicinal  preparations,  X  3.16 
Metals  and  minerals,  strategic  and 
critical;  purchase  program,  XXI 
1.2-1.3 
Mohair.  1 7.5 
Peanuts,  1 6.25 
Perfumery,  X  3.16 

Proprietary  solvents  and  lacquer  thin¬ 
ners,  X  4.152 
Rice,  1 6.28 

Tobacco.  1 6.13, 6.16,  6.20 
Toilet  preparations,  X  3.16 
Wheat,  1 6.24 
Wool,  1 7.8 
Property: 

Depreciation  and  depletion,  X  4.3,  4.4, 
4.5,4.12» 

Executors  or  other  legal  representa¬ 
tives  of  decedents.  X  4.21 
Participants  in  the  transfer  of,  X  4.7- 
4.9. 4.14, 4.26,  4.28 

Persons  making  or  receiving  gifts  of, 
X4.10. 4.32 

Proprietary  solvents  and  lacquer  thin¬ 
ners:  producers  and  users.  X  4.152 
Prunes;  marketing  orders,  1 3.10 
Public  Contracts  Act: 

Contractors  subject ‘to,  vn  4.1-4.3 
State  agencies  assisting  Department 
of  Labor  in  administering,  vn  1.4, 
5.1 

Public  C(xitracts,  Division  of,  vn  4.1-4.4 
Public  Debt.  Bureau  of  the,  X  8.1-8.2 
Public  Health  Service.  IV  3.1-3.11 
Public  Health  Service  Act,  IV  3.1-3.2 


Public  Housing  Administration;  con¬ 
tracts  for  loai;^  or  annual  contribu¬ 
tions  under  United  States  Housing  Act 
of  1937,  XX  1.5 

Public  local  agencies;  slum  clearance 
and  urbsui  renewal  projects,  XXll  1.1 
Public  Roads.  Bureau  of.  n  4.1 
Public  utilities  and  licensees,  XVm  1.1 
Public  utility  holding  companies,  XXVI 
1.5 

Public  works.  State  agencies  plans  for, 
XXn  1.4 

Pueblo  Indian  Reservation;  employers 
of  homeworkers  in  making  jewelry, 
Vn5.13 
Puerto  Rico; 

Alcoholic  beverage  and  industrial  al¬ 
cohol  industry,  VII  5.31 
Artificial  flower,  decoration,  and  party 
favor  industry,  Vn  5.45 
Banking  industry,  Vn  5.33 
Business  service  industry,  VH  5.36 
Button,  jewelry,  and  lapidary  work 
industry,  VII  5.30 

Chemical. ‘Petroleum,  rubber,  and  re¬ 
lated  products  industry,  vn  5.34 
Children’s  dress  and  related  products 
industry,  VH  5.14-5.16, 5.24 
Communications  industry,  VH  5.35 
Construction  industry,  VH  5.36 
Corsets,  brassieres,  and  allied  gar¬ 
ments  industry,  VH  5.28 
Electrical,  instrument,  and  related 
products  industry.  VH  5.21 
Employers  in  various  industries,  VH 

4.14- 4.46, 5.21-5.46,  5.51-5.52 
Finance  industries.  VH  5.33 

Food  and  related  products  industry, 
Vn5.37 

Glove,  fabric  and  leather,  industry,  VH 

5.14- 5.16, 5.19 

Handkerchief,  square  scarf,  and  art 
linen  industry,  VH  5.14-5.16,  5.22 
Homeworkers  in,  VII  5.14-5.16,  5.41- 
5.42 

Hosiery  industry,  VII  5.44 
Insurance  industry,  VH  5.33 
Leather,  leather  goods,  and  related 
products  industry,  VH  5.18 
Liquors  brought  into  the  United  States 
from,  X  4.271-4.272 
Lumber  and  wood  products  industry, 
Vn5.38 

Men’s  and  boys’  clothing  and  related 
products  industry,  VH  5.29 
Metal,  machinery,  transportation 
equipment,  and  allied '  products  in- 
dust^,  vn  5.20 

Motion  picture  industry,  VH  5.36 
Needlework  and  fabricated  textile 
products  industry,  VH  5.14-5.16,  5.26 
Paper,  paper  products,  printing,  and 
publishing  industry,  VH  5.39 
Plastic,  fabricated,  products  industry, 
Vn5.52 

Shoe  and  related  products  industry, 
Vn5.17 

Stone,  clay,  glass,  cement,  and.  related 
products  industry,  VH  5.40 
Straw,  hair,  and  related  products  in¬ 
dustry,  vn  5.27 

Sugar  manufacturing  industry,  vn 
5.46 

Sweater  and  knit  swimwear  industry, 
vn  5.14-5.16,  5.25 

Textile  and  textile  products  industries, 
Vn5.51 
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Tobacco  industry,  vn  5.32 
Transportation  equipment  industry, 
Vn5.20 

Transportation  industry,  vn  5.35 
Utilities  industry,  Vn  5.35 
Wholesaling,  warehousing,  and  other 
distribution  industry,  vn  5.43 
Women’s  and  children’s  imderwear 
and  women’s  blouse  and  neckwear 
industry,  VH  5.14-5.16,  5.23 
Wood  products  and  lumber  industry, 
Vn5.38 

Purchase  orders;  Department  of  Defense 
contractors  and  subcontractors,  HI 
1.1,  1.2 

Purchase  program  for  stockpiling  cer- 
tsdn  critical  and  strategic  materials. 
XXI  1.2-1.3 

Purchasers  of  war-built  vessels,  n  3.20, 
3.21 

Purple  gallinules  in  Louisiana,  V  2.5  ^ 

Q 

Quapaw  Agency;  mining  for  lead  and 
zinc  on  land  under  Agency  jurisdic¬ 
tion,  V  4.12 

R 

Radio  beacon  facilities  owners,  XIV 
1.46 

Radio  receivers;  manufacturers,  owners, 
and  distributors,  XV  1.24 
Radio  stations  and  carriers: 

Aircraft.  XV  1.14-1.16 
Alaska.  XV  1.10, 1.13 
Amateur,  XV  1.22-1.23 
Citizens  service  stations,  XV  1.27- 
1.28 

Disaster  communications  service,  XV 
1.29-1.31 

Emergency  services,  XV  1.23 
Experimental  and  auxiliary  services, 
XV  1.5-1.8 
General.  XV  1.1-1.32 
International  fixed  public  radio  com¬ 
munication  services,  XV  1.9 
Land  transportation  facilities,  XV 
1.17, 1.19, 1.21, 1.26 
*  Maritime  services,  XV  1.10-1.13 
Public  safety  services,  XV  1.17-1.18 
Railroculs,  XV  1.25 
Vessels.  XV  1.13 

Radio  transmission  of  information,  taxes 
on,  X  4.53 

Radioactive  byproduct  material,  XI  1.2, 
1.4 

Railroad  Retirement  Board,  XXV 
Railroad  Retirement  Tax  Act,  X  4.35 
Railroads: 

Electric.  XXm  1.3 

Express  companies,  XXIII  1.5 

General,  XXUl  1.2 

Persons  furnishing  cars  to,  XXIII  1.7 

Radio  stations,  XV  1.25  _ 

Rate-making  organizations,  XXni  1.8 
Sleeping  car  companies,  XXlll  1.4 
Unemployment  insurance,  XXV  1.1 
Raisins,  marketing  orders,  1 3.9 
Rapeseed  oil  importers,  X  3.9 
Rate-making  organizations  subject  to 
requirements  of  the  Interstate  Com¬ 
merce  Commission,  XXm  1.8 
Rawhide  articles  manufacturers,  X  3.3 
Reclamation  Board,  State  of  California, 
m3.1 

Rectifiers.  X  4.163,  4.228-4.235,  4.272, 
4.275 

Red  Lake  Fisheries  Association,  V  4.1 
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Refrigerator  car  lines,  XXIU  1.1 
Refugee  relief  loans;  public  and  private 
holding  agencies,  X  1.1 
Renters;  Farm  Ownership  farms,  I  8.3 
Reserve  funds;  taxpayers  establishing 
construction  reserve  funds,  II  3.18 
Retailers: 

Beer,  X  4.164 

Excise  taxes,  X  4.102  ^ 

Liquor,  X  4.164 
Narcotics,  X  4.58, 4.68 
Revolvers.  See  Pistols  and  revolvers 

Cooperative  marketing  associations, 
17.1 

Crop  insurance,  1 9.1 
Export  program  for  rice,  1 7.12 
Exporters,  1 7.12 

Loan  and  purchase  program,  I  7.1 
Marketing  quotas,  1 6.28 
Patna  rice  importers,  X  3.5 
Producers,  warehousemen,  mill  or  ele¬ 
vator  operators,  other  processors  or 
transferees,  and  buyers,  I  6.28 
Rosin  processors  for  naval  stores,  1 3.58 
Rubber  substitutes  manufacturers,  X  3.9 
Rubber,  tread,  X  4.108-4.109 
Rye  crop  insurance,  I  9.1 

S 

Saddlery  manufactiirers,  X  3.2 
Safe  deposit  boxes,  persons  required  to 
collect  tax  on,  X  4.51 
Samoa,  American;  employers,  VII  5.50 
Sanatoriums.  See  Hospitals 
Savings  and  loan  associations,  XVII  1.1« 
1.6 

Savings  stamp  agents  selling  U.S.  savings 
stamps  in  schools,  X  8.2 
School  Limch  Program,  I  3.23 
Schools: 

Aircraft  mechanic,  XIV  1.44;  Supp.  n 
Airman  agency  flight  or  ground,  XIV 
1.40;  Supp.  n 

Educational  agencies.  Federal  grants 
for  constructing,  rv  1.1 
Plight  navigator,  XTV  1.17 
Plight  radio  operator,  XIV  1.16 
Ground  instructor,  flight  school,  Supp. 
n 

Health,  public,  Pederal  grants,  IV  3.8 
Marine  academies,  n  3.28 
Medical  schools  dispensing  or  adminis¬ 
tering  marihuana,  X  4.78 
Nautical  school  ships,  X  9.8 
Private  non-profit,  receiving  Pederal 
aid,  IV  1.8 

Special  Milk  Program,  I  3.24 
Veterans,  XXVH  1.1-1.5 
War  orphans,  XXVII  1.7-1.9  , 

Science  instruction,  financial  assist¬ 
ance: 

Private  nonprofit  elementary  and 
secondary  schools,  IV  1.8 
State  and  local  educational  agencies, 
IV  1.5 

Sea  stores  warehouses,  bonded;  proprie¬ 
tors,  X  4.284 
Seafood: 

Oyster  packers,  IV  2.5 
Shrimp  packers,  IV  2.5 
Second  War  Powers  Act  of  March  27, 
1942,  Supp.  I 

Securities  and  Exchange  Commission, 
XXVI 

Securities;  exchange  members,  brokers, 
and  dealers,  X  4.44-4.47;  XXVI  1.1-1.3 
Securities  or  stock  transfer  or  disposi¬ 
tion,  X  4.7-4.9,  4.14,  4.26 
No.  64— Pt.  n - Q 
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Seed  handlers,  procurers,  and  shippers, 
I  3.49-3.52 
Shareholders: 

For  whom  elections  are  flled  respect¬ 
ing  tax  treatment  of  corporate  re¬ 
organizations,  X  4.28 
Receiving  distributions  in  liquidation 
of  a  domestic  corporation,  X  4.25 
Sheltered  workshops,  VII  5.9 
Ship  construction  contracts;  operators 
of  newly  constructed  vessels,  n  3.11 
Ship  construction  reserve  fund;  tax¬ 
payers  establishing  fund,  II  3.18 
Shippers: 

Cosmetics,  unlabeled,  IV  2.3 
Drugs,  unlabeled,  IV  2.2 
Food,  unlabeled,  IV  2.1 
Fruits  and  vegetables,  1 3.19 
Paying  transportation  charges,  X  4.55- 
4.56 

Poultry,  1 3.27 
Seed,  1 3.50 
Sugar,  1 6.31 

Shipping  company  agents,  n  3.1-3.9 
Shipping  Restriction  Orders  T-1  and 
T-2;  Hong  Kong,  Macao,  Communist 
China,  North  Korea,  and  Communist- 
controlled  area  of  Viet-Nam,  n  5.1 
Ships.  See  Vessels 

Shrimp;  packers  of  processed  shrimp,  IV 

2.5 

Silver: 

Persons  delivering  or  owning  or  oper¬ 
ating  smelters  or  refineries,  X  6.3 
Silver  bullion,  parties  to  transfers  of 

an  interest  in,  X  4.43 _ 

Sleeping  car  companies,  XXIII  1.4 
Slum  clearance  and  urban  renewal  proj¬ 
ects,  XXn  1.1 

Smith-Hughes  Act;  State  and  local 
agencies  receiving  financial  assistance 
for  vocational  education  under,  IV  1.3 
Soccer  balls;  manufacturers,  X  3.4 
Social  clubs  or  organizations;  taxes,  X 
4.41 

Social  security: 

Employers  and  employees  taxes,  X  4.34 
State  and  local  government  employees, 
rV4.5 

Social  Security  Administration,  IV  4.1- 

4.5 

Sodium  mining  lessees,  V  3.8 
Solvents,  proprietary,  and  lacquer  thin- 
ners;  producers  and  users,  X  4.152 
Soybeans,  crop  insurance,  I  9.1 
Special  Milk  Program,  1 3.24 
Sponsors  of  public  airport  construction, 
XIV  1.50-1.52 

Sporting  clubs  or  organizations;  taxes, 
X4.41 

Stamp  taxes.  X  4.46-4.47, 4.50, 4.273 
Stamps;  U.S.  savings  stamps  sold  by 
Treasury  savings  stamp  agents  in 
schools,  X  8.2 
State  Department,  IX 
States  or  State  agencies: 

Agricultural  commodity  distribution 
programs.  State  agencies  cooperat¬ 
ing  with,  1 3.23-3.25 
Civil  defense  plans  for  financial  con¬ 
tributions  to  States  for  administra¬ 
tive  and  personnel  expenses,  XX  1.6 
Construction  projects,  applicants  re¬ 
ceiving  Federal  fimds,  IV  3.6 
Educational  programs,  IV  1.1-1.8 
Employees  of  State  and  local  govern¬ 
ment,  rv  4.5 

Employment  agencies,  XXV  1.2 


States  or  State  agencies — Continued 
Fair  Labor  Standards  Act  and  Public 
Contracts  Act  participation,  vn  1.4, 
5.1 

Feed  grain  distribution  under  Disaster 
Relief  programs,  1 7.11 
'  Fish  and  game  departments,  V  2.6 
Health;  Federal  aid  projecte  and  pro¬ 
grams,  IV  3.1-3.2,  3.5-3.6 
Highway  departments,  n  4.1 
Interstate  toll  bridges.  States  acquiring 
or  constructing,  in  3.3 
.  Library  services  program,  IV  1.4 
Livestock  associations  and  agencies,  I 
3.36, 3.37 

Marine  academies,  n  3.28 
Public  works,  XXII  1.4 
Statistical  services  improvement.  State 
educational  agencies,  flnancial  assist¬ 
ance,  IV  1.6 

Steel;  defense  materials  regulations,  n 
1.5 
Stills: 

Manufacturers,  owners,  or  vendors  of, 
X  4.168-4.169 

Removal  of  stilling  apparatus  for  ex¬ 
portation  without  payment  of  tax, 
X  4.169 

Stockbrokers,  X  4.44-4.47;  XXVI  1.1-1.3 
Stockyard  owners,  I  3.30,  3.32,  3.34-3.35 
Strategic  and  critical  metals  and  min¬ 
erals  purchase  program  participants, 
XXI  1.2-1.3 

Student-workers,  employers  of,  VH  5.10 
Subcontractors : 

See  also  Contractors 
Atomic  Energy  Commission,  XE  1.8; 
XX  1.4 

Defense,  HI  1.2-1.35 
Federally  financed  and  assisted  con¬ 
structions,  vn  1.1 
World  War  n,  XXI  1.1 
Subsidies;  vessels  operators  and  contrac¬ 
tors,  n  3.12-3.19 

Subversive  Activities  Control  Act  of  1950, 
organizations  registered  imder,  VI  1.2 
Sugar: 

Importers,  1 6.29,  6.31 
Manufacturers,  X  4.96 
Marketers,  I  6.30 

Refiners,  shipping  companies,  and 
surety  companies  having  obligations 
with  respect  to,  I  6.31 
Virgin  Islands;  employers  in  sugar  in¬ 
dustry,  I  6.32,  6.33 
Sugar  Act,  I  6.29-6.33 
Sulphur  deposits  lessees,  V  3.9 
Surety  companies  undertaking  obliga¬ 
tions  with  respect  to  imported  sugar,  I 
6.31 

Surplus  agricultural  commodities;  ex¬ 
porters,  II  2.3 

Surplus  feed  grains  or  mixed  feed,  I  7.10 
T 

Tax  stamps,  X  4.46-4.47,  4.50,  4.91-4.92, 
4.273 
Taxes: 

Admissions,  dues,  and  initiation  fees, 
X  4.40-4.41 

Army  and  Air  Force  contracts  for  air¬ 
craft,  excess  profits  on,  X  4.19 
Automobile  tires,  X  4.109 
Bottled  distilled  spirits  imported  from 
Virgin  Islands.  X  4.113 
Butter,  adulterated  and  process  or  ren¬ 
ovated.  X  4.93-4.94 
Cheese,  filled,  X  4.89-4.90,  4.112 
Cigars  and  cigarettes,  X  4.287-4.288, 
4.291,  4.293.  4.298 
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Taxes — Continued 

C(Hnmunication  services  required  to 
collect.  X  4.53 

Containers  for  distilled  spirits,  X 
4.121-4.123 

Contracts  of  sale  of  cotton  for  future 
delivery,  X  4.42 

Credit  for,  pcdd  to  foreign  countries 
or  UB.  possessions,  X  4.11 
Cutting  oil,  X  4.111 
Diesel  fuel.  X  4.103-4.104 
DisUlled  spirits,  X  4.11&-4.120 
Documentary  stamps,  X  4.46-4.47,  4.50 
Employees’  and  employers*  taxes  under 
the  Federal  Insmance  Contributions 
Act,  X  4.34 

Employers*,  employees’,  and  employee 
representatives*  taxes  under  the 
Railroad  Retirement  Tax  Act,  X  4.35 
Employers  under  the  Federal  Unem- 
plosrment  Tax.  Act,  X  4.36 
Emplosrment,  X  *4.33-4.39 
Estate,  X  4.31 
Excess  charges,  X  4.40 
Excess  profits,  X  4.19, 4.20 
Excise.  X  4.40-4.305 
Exoni^mis,  X  4.1,  4.6,  4.18,  4.100- 
4.101,4.103,  4.112,  4.303 
FiUed  cheese,  X  4.89-4.90,  4.112 
rtrearms,  X  4.300-4.305 
Floor  stocks  taxes  on  vehicles,  high¬ 
way  tires,  tread  rubber,  or  gasoline, 
X  4.108 

Gasoline,  X  4.97^.99, 4.108 
Gift,  X  4.10, 4.32 
Highway  motor  vehicles,  X  4.110 
Highway  tires.  X  4.108 
Income.  See  Income  taxes 
Industrial  alcohol,  X  4.124-4.159 
Liquors.  X  4.113-4.282 
Lubricating  oil,  X  4.97 
Manufactured  sugar,  X  4.96 
Manufacturers  sales,  X  4.100-4.101 
Marihuana,  X  4.76-4.87 
Matches,  X  4.88, 4.97 
Narcotics.  X  4.57-4.87 
Navy  contracts,  excess  profits  on,  X 
4.20 

Nonbeverage  products.  X  4.170-4.171 
Oil,  cutting,  and  nonlubricating  oil 
sale  or  use.  X  4.111 
Opium  for  smoking,  X  4.57 
Pistols  and  revolvers,  X  4.300-4.301 
Plasring  cards,  X  4.91-4.92, 4.112 
Processing  taxes  on  certain  oils,  X  4.93 
Retailers*  excise  taxes,  X  4.102 
Rubber,  tread,  X  4.108-4.109 
Safe  deposit  boxes,  X  4.51 
Small  business  corporations  distribu¬ 
tions  of  previously  taxed  income,  X 
4.30 

Social  security,  X  4.34 
Sugar,  manufactured,  X  4.96 
Tires,  X  4.106-4.109 

Tobacco  and  tobacco  products,  X 
4.283-4.299 

Transfers  of  interests  in  silver  bul¬ 
lion.  X  4.43 

Transportation  of  property,  X  4.55- 
4.56  . 

Transportation  services  required  to 
collect,  X  4.54 

Tread  rubber,  X  4.108-4.109 
Vehicles.  X  4.108. 4.110 
Wagering,  X  4.105-4.107 
Withholding,  X  4.37, 4.38, 4.39 
Tax-free  stocks,  securities,  and  other 
corporate  property  exchange,  X  4.7- 
4.9 


RULES  AND  REGULATIONS 

Taxpayers: 

See  also  Taxes 
General,  H  3.18 ;  X  4.1-4.305 
Telecommunications  taxes.  X  4.53 
Telegraph  carriers: 

General,  XV  1.34 
Required  to  collect  tax.  X  4.53 
Telephone  carriers: 

Employing  learners,  VII  5.7 
General,  XV  1.33 
Required  to  collect  tax,  X  4.53 
Television  stations,  XV  1.2-1. 5 
Testing  programs.  State  and  local  edu¬ 
cational  agencies,  financial  assistance, 
IY1.7 

Texas;  petroleum  regulations  of  the  Of¬ 
fice  of  Oil  and  Gas,  Interior  Depart¬ 
ment.  V  3.3-3.7 

Textile  fiber  products  manufacturers 
and  distributors.  XIX  1.7 
Timber  property  depreciation  and  de¬ 
pletion,  X  4.5 

Tires,  fioor  stocks  tax  on,  X  4.108 
Titanium  mill  products;  defense  mate¬ 
rials  regulations,  H  1.4 
Tobacco:  ' 

Buyers,  1 6.14 

Cooperative  associations,  fanners  or 
growers,  X  4.296 
Crop  insurance,  1 9.1 
Dealers,  I  6.18,  6.22;  X  4.289,  4.297 
Farmers’  or  growers’  agents  and  co¬ 
operative  associations.  X  4.296 
Importers,  X  4.288,  4.290,  4.292 
Manufacturers,  I  6.13;  X  4.286,  4.288- 
4.289,  4.290,  4.292,  4.294-4.295,  4.298- 
4.299 

Marketing  quotas,  1 6.13-6.23 
Processors  and  persons  sorting,  stem¬ 
ming,  packing,  redrying,  prizing, 
and  trucking,  I  6.15,  6.19.  6.23 
Producers.  I  6.13,  6.16,  6.20 
Taxes.  X  4.283-4.299 
Truckers,  I  6.15,  6.19,  6.23 
Warehousemen,  I  6.17,  6.21;  X  4.285 
Toilet  preparations: 

Made  with  specially  denatured  alcohol, 
X  4.153, 4.158 

Manufacturers  or  processors,  bottlers 
or  rebottlers,  and  dealers,  X  3.16, 
4.153,4.158 

Tomatoes;  marketing  orders,  I  3.5,  3.17, 
3.19 

Traders  on  Indian  reservations,  V  4.15 
Trades  and  industries,  vocational  educa¬ 
tion  in,  IV  1.3 

Transaction  control  regulations;  persons 
engaged  in  transactions  involving 
shipment  of  certain  merchandise  be¬ 
tween  foreign  countries,  X  5.1 
Transfer  of  stock,  securities,  and  other 
.  corporate  property,  participants  in, 
X  4.7-4.9,  4.14.  4.26 
Transit  systems: 

Claiming  credit  or  refund  for  gasoline 
used  for  nonhighway  purposes,  X 
4.98 

Subject  to  tax  on  use  of  certain  high¬ 
way  motor  vehicles,  X  4.110 
Transportation: 

Carriers  of  persons,  X  4.54 
Carriers  of  petroleum,  X  4.52 
Carriers  of  specially  denatured  alcohol 
or  undenatured  ethyl  alcohol,  X 
4.159 

Express  companies.  XXIU  1.5 
Motor  carriers,  XXm  1.9-1.11 
Persons  transporting  property  for  hire, 
X  4.55-4.56 
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Transportation — Continued 

Poultry  and  poultry  products  trans¬ 
porters,  1 3.27 

Radio  stations,  XV  1.17,  1.19, 1.21, 1.26 
Railroad  companies,  XXEH  1.1-1.4 
Water  carriers,  XXHI  1.12 
Tread  rubber: 

Manufacturers,  producers,  or  import¬ 
ers,  X  4.109^ 

Persons  liable  for  fioor  stocks  tax,  Z 
4.108 

*rreasury  Department: 

See  Accounts,  Bureau  of 

Coast  Guard,  United  States 
Comptroller  of  the  Currency 
Customs.  Bureau  of 
Internal  Revenue  Service 
International  Finance,  0£Bce  of 
Mint,  Bureau  of  the 
Narcotics,  Bureau  of 
Public  Debt,  Bureau  of  the 
Truckers,  tobacco.  1 6.15, 6.19, 6.23 
Tung  Nut  Price  Support  program,  1 7.8 
Tungsten  purchase  programs,  XXI  1.2, 
1.3 

Turpentine  and  rosin: 

Processors  for  naval  stores^  1 3.58 
Producers  of  gum  naval  stores  from 
turpentine  trees,  1 2.2 

U 

Underwriting  agents;  war  risk  insurance 

program,  H  3.25, 3.27  _ 

Unemployment  insurance,  railroad,  XXV 

1.1 

United  States  agencies.  See  under  name 
of  specific  agency 

United  States  Munitions  List,  IX  1.2 
Uranium  deposits  lessees,  XE  1.6 
Urban  renewal  projects,  XXII  1.1 
Utilities,  public,  and  licensees,  XVni  1.1 

V 

Vegetable  oils,  X  4.93 
Vegetables: 

Diverters,  1 3.21 

Marketing  orders,  I  3.4,  3.5,  3.15,  3.19 
Perishable  Agricultural  Commodities 
Act  of  1930,13.22 
Shippers,  1 3.19 
Vehicles: 

Persons  liable  for  fioor  stocks  tax,  X 
4.108 

Persons  subject  to  tax  on  use  of  high¬ 
way  motor  vehicles,  X  4.110 
Vendors.  i6ec  Dealers 
Vessels: 

Agents,  n  3.1-3.9,  5.1;  X  9.2,  9.8,  9.13, 

9.15. 9.16  _ 

Canal  Zone  ports.  XXIV,  1. 1-1.3 
Cargo,  X  9.7 

Charterers,  n  3.10,  3.20,  3.22-3.24;  X 

9.11.9.13. 9.15. 9.16 
Construction  reserve  fund,  n  3.18 
Contractors  for  use  of,  X  9.11 
Contractors  and  subcontractors  for 

construction  and  repair,  n  3.15- 
3.16;  X  4.20 
Dry-cargo,  II  3.10,  3.23 
Employees,  H  5.1 
HaUbut  fishing,  V  5.1 
Hazardous,  infiammable,  or  cmn- 
bustible  cargo,  X  9.1,  9.3,  9.14,  9.15; 
XXIV  1.1 

Marine  casualties,  X  9.2, 9.8 
Masters,  n  3.7,  5.1;  V  6.1;  Z  9.1-9 
9.13, 9.14;  XXIV  1.1-1.2 
Nautical  school  ships,  X  9.8 
Operators,  H  3.11-3.12,  3.17,  8.19;  V 
5.1;  X  9.12 
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Vessels — Continued 

Owners,  n  5.1;  X  9.2,  9.8,  9.10,  9.13, 

9.15,9.16  _ 

Panama  Canal.  XXIV  1.1-1.4 
Passenger,  X  9.5, 9.6 
Purchasers,  n  3.20, 3.21 
Radio  stations.  XV  1.13 
Storing  or  carrying  explosives,  X  9.9, 
9.12-9.15;  XXIV  1.1 
Subject  to  Interstate  Commerce  Act, 
xxm  1.12 

War-built  vessels.  .See  War-built  ves¬ 
sels 

Welders,  X  9.4  ' 

Veterans:  _ 

Apprenticeship  training,  XXVII  1.6 
Holders  of  VA  guaranteed  or  insured 
loans,  XXVII  1.10,1.11 
On-the-job  training,  XXVII  1.6 
Schools  for,  XXVII  1.1-1. 5 
Veterans  Administration,  XXVH 
Veterinary  surgeons  dispensing,  admin¬ 
istering.  or  distributing  narcotic  drugs, 
X  4.58,  4.69,  4.78 

Viet-Nam,  Communist-controlled  area 
of;  shipping  restrictions,  n  5.1 
Vinegar  factories,  X  4.167 
Virgin  Islands: 

Distilled  spirits  imported  from.  X 
4.113 

Employers,  in  various  industries,  VII 
5.47-5.49 

Homeworkers,  Vn  5.48-5.49 
Liquors  brought  into  the  United  States 
from,  X  4.271-4.272 
Sugar  industry  employers.  I  6.32,  6.33 
Visas,  nonimmigrant.  IX  1.1 
Vocational  education  imder  Smith- 
Hughes  Act  and  George-Barden  Act, 
IV  1.3 

W 

Wage  earners;  income  tax.  X  4.1 
Wage  and  Hour  Division,  vn  5.1-5.52 
Wagering: 

Claimants  for  credit  or  refund  of  over¬ 
payments,  X  4.106 

Persons  receiving  wagers  on  behalf  of 
another  person,  X  4.106-4.107 
Persons  required  to  pay  excise  tax  on, 
X  4.105-4.107 
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Wages:  ' 

See  also  Employers 

Rates,  fair  wage,  imder  the  Sugar  Act, 
I  6.32-6.33 

Retroactive  pasunent  of,  VII  5.2 
Walnuts;  marketing  orders.  1 3.8 
War  orphans  educational  assistance, 
XXVn  1.7-1.9 

War  Production  Board,  Supp.  I 
War  risk  insurance  programs,  n  3.25- 
3.27 

War-built  vessels: 

Charterers,  n  3.20, 3.22-3.24 
Purchasers.  II  3.20, 3.21 
Warehouse  Act  of  1916,  I  3.38-3.48 
Warehousemen,  1 3.38-3.48,  6.5, 6.11, 6.17, 
6.21.6.24.  6.28 

Warehouses;  operators  and  prtmrietors: 
Bond^  warehouses.  See  Bonded  ware¬ 
houses  4 

Commodity  futures  exchanges.  1 5.13 
Industrial  alcohol,  X  4.116,  4.124, 
4.132-4.139, 4.277 

Internal  revenue  bonded  warehouses. 

See  Bonded  warehouses 
Sea  stores,  bonded.  X  4.284 
Tobacco.  X  4.285, 4.286 
Wheat,  imported.  X  3.13 
Water  carriers,  XXm  1.12 
Watershed  loans,  1 8.4 
Weighers: 

Agricultural  commodities,  1 3.45 
Livestock  and  poultry,  1 3.34-3.35 
Welders,  marine  engineering,  X  9.4 
Western  Hemisphere  trade  corporations; 
income  taxes.  X  4.29 

Whaling  ships  and  land  stations,  V  2.7, 

6.1 

Wheat: 

Bonded  common  carriers,  X  3.13 
Crop  insurance,  1 9.1 
Export  payment  program  for  wheat 
and  wheat  flour,  1 7.13 
Exporters,  I  7.13;  X  3.13 
Importers,  X  3.13 
Marketing  quotas,  1 6.24 
Producers,  warehousemen,  elevator  op¬ 
erators.  feeders,  processors  or  trans- 
‘ferees,  and  buyers,  I  6.24 


Wholesalers: 

Beer.  X  4.161 

Butter,  adulterated  and  process  or  ren¬ 
ovated.  X  4.95 
Filled  cheese,  X  4.90 
Liquor.  X  4.160, 4.163.'4.165-4.166 
Narcotics,  X  4.59, 4.60, 4.64-4.65, 4.67 
Wine.  X  4.161 

Wildlife  restoration  projects,  V  2.6 
Wills;  executors  or  legal  representatives, 
X4.21 

Wind  River  Indian  Reservation,  Wyo¬ 
ming;  mining,  V  4.14 
Wine: 

Bottling  houses,  X  4.223-4.227 
Cellars  and  wineries,  X  4.236-4.262, 
4.281 

Dealers,  X  4.161 

Experimental  wine  operations,  insti¬ 
tutions  engaged  in,  X  4.238 
Exports  with  beneflt  of  drawback, 
X  4.227 

Importers,  X  4.274 

Persons  producing  wine  for  family  use, 
X  4.263 

Withdrawn  for  deposit  in  a  foreign- 
trade  zone,  X  4.281 

Wire  and  wireless  cmnmunications, 
taxes  on,  X  4.53 

Women’s  apparel  industry,.  Vn  6.11- 
5.12 
Wool: 

Grower  pool  managers  and  mraiber 
associations,  1 7.7 
Handlers,  I  7.6 

Manufacturers,  processors,  or  deal¬ 
ers.  X  3.6-3.8;  XIX  1.1 
Price  support  programs,  1 7.6, 7.8. 7.9 
Producers,  1 7.8 
Workshops,  sheltered,  Vn  5.9 
Wyoming;  Indian  lands,  V  4.14 


Yield  insurance  investors,  XXll  2.7 
•  Z 

Z;inc  and  lead  mining  on  Quapaw  Agency 
lands.  V  4.12 

Zuni  Reservation,  traders  on,  V  4.15 


'1 


